


“AR CRE 





LS 


A 
Bi: 
, i 
| 
y 


Novembe 








Now... Cotdou= Joueh Typing... 


like wearing 


“MAGIC 
GLOVES"! 





such speed, such print-perfect results! 


Now, The Golden Age of Golden Touch! Suddenly 
(as if you’d put on “magic gloves”), your hands 
have exciting new precision with glorious, new 
typing ease. The new Underwood Golden Touch 
Electric sharpens your skill; saves your strength and 
precious time as no other kind of typewriter can. 
And for “Him”. . . truly print-perfect letters, with 
carbon-after-carbon-after-carbon print-perfect, too. 





P.S. Call your Underwood office today. 
See the Golden Touch Electrics in 5 smart new colors. 
Underwood Corporation, One Park Ave., New York 16, N. Y. 


new...underwood olden Jousle 


Finger-Form Keys. ...for surest contact, smoothest typing. 
Keyboard Margin-Setting...... ends wasteful hand-travel. 
Multi-Carbon Dial. ..gets you set for up to 20 clear copies. 
Electric Ribbon Re-Wind..... ends messy ribbon-change. 
Cushioned Power...... for wonderful new, day-long quiet. 
Automatic Carriage-Return. . .ends tiresome carriage-fling . 


Personalized Type Styles........ for distinguished letters . 
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and still the best friend 
a secretary ever had 


He got his first job in 1896, helping secretaries turn 
out neat, crisp work. Since then, he has been 
employed in almost every modern and efficient office 
across the nation. He chases fatigue so that office 
gals can enjoy their “after five” hours. He helps them 
take pride in their daily work ...and they are happier, 
the boss is happier, the clients are happier, everyone 
is happier. 


His name is 


Panama-Beaver 


For 60 years, PANAMA- 
BEAVER has helped combat 
“eye fatigue” that strikes at so 
many secretaries during the 
course of the day. All 
@ PANAMA-BEAVER products 
are Vision Engineered, from Hypoint colored carbon 
papers to Lustra Colorful Inked Ribbons that 
harmonize with all papers and letterheads. The EYE- 
SAVER and NEW Ebony Unimasters (for spirit 
duplicating) have tinted jackets to avoid glare, relax 
the eyes, relieve harsh contrast, and permit faster work. 


Find out how PANAMA-BEAVER can become a 
non-salaried hard working experienced employee in 
your office. Call your local PANAMA-BEAVER 


Man, always a live wire! 


PANAMA-BEAVER 
Ob; la g YW 


MAniFoLp Suppuies Co. 
19 Rector St. New York 6, N. Y. 
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LISTEN CAREFULLY! Here’s exciting news for every 
gal who types. (And every boss who listens.) 


Royal has cut down the noise of electric typing. 
The new Royal Electric is lined with an amazing 
new soundproof material... actually reduces irri- 
tating typewriter noises. 

You'll see what we mean when you try one your- 
self. Type a few lines. Listen. Have you ever heard 
an electric so quiet? It’s as easy on your ears as 
it is light and easy to your touch. 


And that’s not all! The new Royal Electric 








Shh! The new Royal electric speaks softly 


comes in five exciting two-tone colors to brighten 
up your typing. Two shades of beige, green, coral, 
blue or gray 


Everything about the new Royal Electric was 
designed to make your job easier. (Fact is, typing’s 
13 times easier on a Royal Electric than on a non- 
electric typewriter.) And you can tell your boss 
it will do more work...and better-looking work... 
in much less time! 


Why not call your Royal Representative today 
for a free office demonstration. 


GOYAL electric - standard - portable 


Roytype” business supplies 


Royal Typewriter Company, Division of Royal McBee Corporation 
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First Vice President 


le lifeline of any organization 
is its membership. It doesn’t take a special type of flashlight 
empowered with a special type of battery to search out the 
truth of that platitude, in the dark of the moon or otherwise. 
And, if it is true in amy organization, it is particularly so in 
this Association of ours, because the secretarial recognition 
of one member is reflected to every other member. When 
there are so many members receiving such recognition, the 
opportunities of all other members are strengthened. So it 
follows that the greater are our numbers, the greater are our 
resources. 


However, mathematical considerations are not the only 
ones. A membership counted in astronomical numbers might 
be just so many board feet of dead wood! That’s why the 
duties of our Membership Committee, as set forth in our 
Association Bylaws, include the maintenance of membership 
as well as the increase thereof. And, since our division and 
chapter membership committees are an extension of the 
Association Membership Committee, they, too, are charged 
with the duty of maintaining, as well as increasing, mem- 
bership. 


But, are these things the duty of the various membership 
committees alone? A purely rhetorical question, to be sure, 
since we all know that the strength of the organization is 
measured by the degree of responsibility assumed by each 
member. 


Back some time in the Sixteenth Century, Francis Bacon 
said: “I hold every man a debtor to his profession; from the 
which, as men of course do seek to receive countenance and 
profit, so ought they of duty to endeavor themselves, by way 
of amends, to be a help and ornament thereunto.” Theodore 
Roosevelt put it into modern language when he said “Every 
man owes some of his time to the upbuilding of his pro- 
fession.” 


You—the membership—not singly, or doubly, or in the 
hundreds, but in the thousands, represent our primary means 
of achieving our purpose. We cannot hope to elevate the 
standards of secretaries whom we do not reach, and our 
reach cannot extend far beyond the limits of our member- 
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ship. Our plea is: “Don’t limit that membership!” So you 
want quality in your organization—so do we, your Associa- 
tion officers! But the potential of qualified secretaries who 
are not yet members of NSA far outnumbers the total mem- 
bership of our Association, because, perhaps, some one has 
lost sight of the purpose of NSA. 


We belong to an Association which has done a tremen- 
dous amount to elevate the standards of secretarial per- 
formance, and to open the doors into the higher eschelons 
of business for the woman who is above average in her 
performance. We have established the basis for such desig- 
nations as “executary,” “administrative assistant,” and “ex- 
ecutive assistant,” all still in the secretarial field—and quite 
a few of us have attained those ratings. These things prob- 
ably would have happened without NSA and its Certified 
Professional Secretary program, because women in general 
have been making progress in business, albeit slowly, during 
the years since the turn of the century. But, there is no 
question that the activities of the members of NSA, working 
in unison in carrying out the aims of the Association, have 
aided materially in bringing these opportunities to women 
earlier than they would otherwise have been realized. 


The advantage of sharing in the benefits and rewards of 
membership should be extended to all our secretarial col- 
leagues. Let us invite them to join us in our pride of mem- 
bership! 

YOUR ASSOCIATION 
BOARD OF DIRECTORS 





Thanksgiving Prayer 


Give us grace and strength to forbear 
and to preserve. 


Give us courage and gaiety and quiet 
mind. 


Spare to us our friends, soften to us our 
enemies. 


Bless us, if it may be, in all our innocent 
endeavors. 


If it may not, give us strength to en- 
counter that which is to come, that we 
be brave in peril, constant in tribulation, 
temperate in wrath, and in all changes 
of fortune, and down to the gates of 
death, loyal and loving to one another. 


—Robert Louis Stevenson 


_THE SECRETARY—November 1956 








WITH THE ExcLUSIVE ECONOMIZER BOX 


PATENTED EFFICIENCY 
in CARBON use 


(1) Automatic alignment. 

(2) Automatic rotation of sheets of carbon gives 25% 
more wear. 

(3) Automatic warning of last typing lines. 

(4) World's easiest and most convenient carbon to 
handle. Hands do not touch the coated surface. 

Distributed by Kee Lox Branch Offices in Major 

Cities and by a Growing Network of Authorized 

Dealers. 

Samples sent only on request when letterhead of 

company is used. 


DEPARTMENT S4 


Kee Lox Mfg. Co., Rochester 1, N.Y., U.S.A. 


Kee Lox “Pal” Erasaguard 
each 75c in any quantity. 
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‘. the past few 


months there has been a rash of articles 
in magazines and newspapers lamenting 
Johnny’s inability to read. Everyone 
seems quite certain that Johnny can't 
read. Since a White House conference 
concerned itself with this problem, and 
experts on the subject seemed to have 
reached this decision, I must assume that 
it is quite true. Johnny can’t read. There 
seems to be little difference of opinion 
on that subject, although many reasons 
are being given as to whose fault it may 
be and what we should do about it. 

Manufacturers of the streamlined 
modern conveniences point with pride 
to what they have done to raise the 
standard of living in our country. More 
families enjoy a better product at less 
cost, they say, illustrating with graphs 
and charts. So we have improved-tone 
radios, clear-vision TV sets, wash-cleaner 
washers, iron-better ironers, all-purpose 
cleaners, and beautiful streamlined cars 
that zoom down the highway easily and 
gracefully. All of these things make life 
easier and give us more leisure time. A 
speaker recently mentioned that the State 
of North Carolina had more licensed 
cars on its highways than books in all 
of its public libraries combined. Does 
this seem possible? 

Can we lay all the blame for Johnny's 
inadequacy in reading at the door of 
our public school system? Isn’t it quite 
possible that, before Johnny enters the 
school, he is conditioned to the things 
which he sees honored in his own home 
and in the other homes with which he 
comes in contact? As he begins to learn 





R IS FOR READIN’ 


Miss Jones, How nell can you read? 


the fundamentals of reading, writing and 
spelling, how much interest is shown by 
his parents?—how much help and en- 
couragement is he given? Does he want 
to learn to read well when he sees no 
evidence of interest in acquiring reading 
skills shown by his parents? In a home 
and in a nation where good books are 
revered, won't Johnny learn to read good 
books? Johnny's reading tastes might 
well be influenced by his parents. It 
makes us wonder how some of today’s 
complex problems will be solved by 
minds geared to Mickey Spillane and 
comic books. No wonder some of our 
present-day problems seem insurmount- 
able! 

A recent survey shows that twenty- 
five percent of the college graduates and 
forty percent of the high school gradu- 
ates have not opened a single book in a 
year! The Bible says, “As a man thinketh, 
so is he.” We might go one step further 
and say, “As a man readeth, so he will 
become.” 

Of course, both the bookseller and the 
public librarian must share responsibility 
in helping Johnny and Johnny's parents 
to find reading material that will sharpen 
the intellect and develop the spirit. The 
publisher, too, has a responsibility in 
offering the very best material that is 
available. 

There are many hungers universal to 
the human soul. And two of them are 
the hungers of the spirit and mind to 
make contact with the Supreme Power. 
In a day when mental tension and nerv- 
ous breakdowns are on the increase, the 
therapy of using books to heal the mind 
is receiving attention from psychiatrists 
and religious leaders alike. 

We in the United States pride our- 
selves on universal education and uni- 
versal literacy. We believe in democracy 


by IRENE MurRRAY, CPS 
Chairtown Chapter 


and equality. We believe that everyone 
should be able to read. Is it possible that 
in our zeal to teach everyone to read, 
we have lowered the percentage of those 
who learn to read well? That we have 
lowered the percentage of those who 
read and think? A recent survey by the 
American Institute of Public Opinion 
shows that in England, which does not 
have universal education, you might find 
fifty-five percent of its citizens reading 
at a given time, whereas in the United 
States, we would find only seventeen per- 
cent. Of course, more of our citizens 
would be watching TV or the movies. 

Secretaries learn from the steady flow 
of magazines, newspapers, trade journals 
and books which go over the boss’ desk, 
that the boss must know what is going 
on in the world, if his business is to 
survive. A secretary who wants to be 
an intelligent assistant to her boss must 
keep well-informed. Recently I heard Dr. 
Estelle Popham state that she had found 
secretaries, as a whole, to be a well- 
informed group. 

The National Secretaries Association 
(International) has as its worthy ob- 
jective upgrading the secretary through 
stimulating greater proficiency in all 
skills that are a part of the secretarial 
profession. Maybe you never thought of 
it, but reading is one of the basic skills. 
The Certified Professional Secretary pro- 
gram is one of the outstanding programs 
set up to help the secretary who is eager 
to learn. Not just the subjects usually 
considered business ones, but in all areas 
of life. She becomes a better human 
being, a better citizen, a better secretary 
as she reads and studies, attends lectures, 
concerts, plays. No one expects her to be 
an expert on all points, but she needs to 
be conversant with the many events that 


(continued on page 30) 
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How to tickle your typewriter’s keys 


There’s just no question about it! You get “the very 
most”’ out of your typewriter when you pamper it... 


with Roytype Park Avenue” Silk Ribbons and Park 

Lane” Carbon Papers. i QZ, , 

ngs Rone 
eee aaa ROYTYPE 
Park Avenue Silk Ribbons are super sheer, guar- s, 

anteeing you a sharp write every time. They last <k Ripe> 





longer, too, because they have greater length. (This 
means less ribbon changing.) 

Park Lane Plastic Back Carbon Papers are non- 
curling, clean-handling, and leave no feed roll marks 
on the copy. 

Your local Roytype Representative is listed under 
“Typewriter Supplies” in the classified telephone 
directory. Why not call him today? 


® 
G ROYTYPE®...quality supplies 
for all business machines. 


Roytype, a department of Royal Typewriter Company, a Division of Royal McBee Corporation 
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Typewniter 


In smartly appointed executive towers 
from the Golden Gate to the Empire 
State, secretaries are now discovering the 
new sparkle, the new importance that 
Modern Classic Carbon Paper gives 

all copies. 

From the sleek, smudge-proof coat to 
the cushiony, shock-absorbent back, 

new Modern Classic is formulated and 
styled to bring out the best in all 
electric and manual typewriters. 

Wait ‘til you see the handsome copies 
you'll turn out consistently . . . copies 
that will please the most fastidious client 
or customer on your boss’ list. 

Whatever your motives for wanting to 
make a good impression—ulterior or 
otherwise—get an assist from Classic 
Carbon! 


Free Guide! For your free 
copy of “Carbon Paper Facts,” 
type make and model of your 
typewriter and number of copies 
normally required on your | 


company letterhead and mail tS = 
with coupon. == 





COLUMBIA RIBBON & CARBON MFG. CO., Inc. 
6211 Herb Hill Road, Glen Cove, New York 


Rush free—‘‘Carbon Paper Facts.” 


Name 














Zone___. State 














This business of 
Bonding Treasurers 


by MARY ELLEN PIXLEY 


Member, Crossroads of America Chapter 


mn 43:9 reads: 


“I will be surety for him; of my hand 
shalt thou require him; if I bring him 
not unto thee, then let me bear the 
blame forever.” The dangers of such 
personal suretyship were realized back 
in Proverbs 17:18 which says: “A man, 
devoid of understanding, striketh hands, 
and becomes surety for his friend.” Solo- 
man the Wise states: “He who becomes 
surety shall smart for it.” 

Just as the evils of personal surety- 
ship were known in Biblical times, so 
must we in the insurance business warn 
against misunderstanding of bonds today 
and ask you this question: “Are you 
receiving full value from your bonding 
company?” 

It would be interesting to go into 
many phases of this question, but in this 
instance we are primarily concerned with 
bonds for organizations, such as The 
National Secretaries Association (Inter- 
national). Our By-laws, Section 7, Arti- 
cle XI, regarding Treasurer’s duties, 
state: “She shall give surety bond for 
whatever amount may be prescribed by 
the Board of Directors.” 

Although there is a lot of kidding 
about the fine print in the insurance con 
tract, it is true that it usually pays what 
it says it will, and the trouble enters in 
when the person or organization receiv- 
ing the policy or bond just doesn’t read 
it—or when the agent gives improper 
counsel to the purchaser because of im- 
proper education on his part. 

There are two types of bonds for 
treasurers of an organization—a named 
position bond, which is a bond covering 
the position of treasurer, and a named 


individual bond, which is written in the 
name of and covers only the person 
presently occupying the position of 
treasurer. The stock company rate for 
these bonds is $5 per $1000, subject to 
a minimum premium of $5. Consequent- 
ly, if you are paying $5 for a bond, you 
should have and are entitled to $1000 
coverage. You are probably thinking 
that you could not have a $1000 loss; 
but it should be understood that the 
$1000 loss would not have to occur at 
just one particular instance, but can re- 
sult from dishonesty over a period of 
days, weeks, or even years. 

The position form of bond states that 
“the insuring company will reimburse 
the organization for direct loss of money 
or property, including money or prop- 
erty for which the employer is responsi- 
ble, through any dishonest or criminal 
act committed during the continuance of 
this insurance by or through the con- 
nivance of any employee while occupy- 
ing and performing the duties of any 
position named in the attached schedule.” 
The named individual bond reads: “Will 
reimburse—for direct loss of money or 
property, including money or property 
for which the employer is responsible, 
through any dishonest or criminal act 
committed during the continuance of 
this insurance by or through the con- 
nivance of , Employe, 
in any position and at any location.” 

Now, let’s take a specific case and see 
what could happen. In the Crossroads 
Chapter, the officers take office in June 
of each year. A named individual bond 
has been issued for Ann Smith, who is 
going out of office June 1. With all the 
activities of National Secretaries Week, 
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plus the fact that the new officers are 
not familiar with the procedure, an ap- 
plication is not completed and sent to 
the insurance agent for the new treasurer, 
Maxine Brown. Maxine gets along fine 
and then temptation becomes too much 
and she decides it would be a simple 
thing to just borrow some funds and 
pay back later; but she keeps getting 
deeper and deeper and soon her “bor- 
rowing” is discovered and the bonding 
company is notified that there is a loss. 
The agent and the company make a 
diligent search of their files but can’t 
seem to find a bond for Maxine Brown 
payable to the Crossroads Chapter of The 
National Secretaries Association (Inter- 
national )—and so they decline to pay 
the loss and the Crossroads Chapter is 
left to recoup its losses however it can 
—probably by many, many hours of 
ways and means projects or by assess- 
ment of its members. 

Now let's look at the other side—The 
Crossroads Chapter has consulted a reli- 
able, up-to-date agent who has advised 
it to purchase a schedule position bond, 
in the same amount and for the same 
premium as the named individual bond. 
Maxine Brown is elected treasurer, and 
for reasons given, and others, the appli- 
cation is not sent to the bonding com- 
pany. The loss occurs and the company 
is called. After ascertaining that the loss 
was caused by the person occupying the 
position of treasurer, the loss is promptly 
paid, even though they had no know- 
ledge that Maxine Brown was the new 
treasurer. It is true that a bond applica- 
tion should be completed each time there 
is a change of individuals occupying the 
office of treasurer, but failure to do so 
does not affect the coverage under the 
named position bond. 

But, you say, we will probably never 
have a loss, and we will always notify 
the bonding company when we have a 
new treasurer elected, so we can’t see 
much sense to writing it on a named 
position bond. Even if you could be 
absolutely sure that the new application 
will be filed with the bonding company 
and a new bond issued each time there 
is a change on your named individual 
bond, you could lose premium money if 
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the bond is written on a named indi- 
vidual bond -form. Suppose Maxine 
Brown took over as treasurer on June 1, 
1956, a new bond is issued in the name 
of Maxine Brown, in the amount of 
$1000, and the $5 premium charge paid. 
In January, Maxine’s mother becomes ill 
and although she is still staying in the 
organization, finds she must resign as 
treasurer. The organization is on the ball 
and has an application completed by the 
new treasurer, and new bond is forth- 
coming with another charge of $5. The 
new treasurer is in an automobile acci- 
dent in February, so another treasurer is 
elected and another bond issued, with a 
charge of $5. The chapter will pay $15 
for the very same coverage they could 
have secured for $5. In other words, 
the $5 is fully earned regardless of 
whether the treasurer serves six days or 
three hundred and sixty-five when the 
bond is written on a named individual 
form. If the bond had been issued on a 
position schedule form originally, the 
$5 premium charge would apply from 
June 1, 1956, to June 1, 1957, regardless 
of whether one or six treasurers served 
during that time. Also, the bond can be 
written for a three year advance premium 
of 214 times the annual premium, thus 
saving 16-2/3% for the organization 
over a three year period. Of course, this 
advance plan would not be suitable for 
a named individual bond where the 
principal of the bond would be changing 
probably annually. 

Discuss your insurance needs with a 
qualified agent. A good agent seldom 
tries to tell you what you must buy—he 
simply tells you what is available so you 
may make the choice. Remember that 
your bond does not cover burglary or 
hold-up losses but merely covers for 
dishonest acts of an individual holding 
a certain position. 

For your own protection and saving, 
we suggest your chapter purchase a 
NAMED POSITION BOND written on 
a three year premium basis, for at least 
$1000 and if you have any question 
regarding your other insurance problems 
or needs, consult your insurance agent. 
(The rates and insurance amounts discussed 


in this article are the standard ones of the 
Surety Association of America ) 
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No mistake about it! 

No eraser in the past 
fifty years has made 

such an impression as 
AWM. FABER’s pencil- | 
shaped, white-polished | 
ERASERSTIK. | if 








s.a.7099 


It is an important 
tool for every girl 
who is ambitious to get | 
promotions and pay 
increases—because it 
helps her turn out 
beautiful letters. 
ERASERSTIK. erases 
without a trace, leaves 
no frizzles, no ghosts. 
Takes out a single 
letter without blurring 
the word. 


No mistake about it, 
ERASERSTIKS are office 
pets—and so are the 
girls who use them. 
Pick up a couple today. 
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acs woman finds 


it convenient, as well as proper, to invite, 
accept, decline, condole or congratulate 
—in writing. 

What with chauffering, shopping, at- 
tending meetings, or holding down a 
job, it’s a rare woman who always can 
be located precisely when her equally 
busy friend finds a moment to make a 
telephone call. Writing, on the other 
hand, can be suited to one’s own sched- 
ule. It is equally practical for the woman 
who wants to say, “Sure, love to,” with- 
out sacrificing half an hour to a gabfest. 
And it’s economical for the suburbanite 
cutting down on toll calls to city friends. 

Most important, however, writing is 
the friendly gesture. Along with the 
almost-lost art of conversation, its re- 
vival is part of the current trend back to 
gracious, cultivated living. Certainly, any- 
one who takes the time, trouble or 
money to select a gift, send condolences, 
offer congratulations, or extend hospital- 
ity—deserves a warm, personal acknow- 
ledgment. A sentence or two in the 
recipient’s own words and writing often 
will convey more sincerity than the most 
extravagant telegram or _ elaborately 
printed card. 

This article is designed not only to 
encourage the handwritten missive, but 
to urge that it be written legibly. Obvi- 
ous, gratuitous advice? Unfortunately, it 
isn’t. Illegibility is as prevalent—and ir- 
ritating—among the educated as it is 
among others. Even business is plagued 
by sloppy handwriting, to the tune of 
annual losses in the millions of dollars. 

The sad thing about illegibility is that 
it is sO unmecessary; the encouraging 
aspect is that so little effort is required 
to correct it. 

Now, about the technique of the hand- 
written communication: “What's prop- 
er?” has frightened many a timid person 
into using highly improper printed de- 
vices. Actually, as with most questions 
of courtesy, the sensible, kindly proced- 
ure is usually “correct.” 

This article undertakes to provide 
broad, general guidance to the kind of 
contemporary social correspondence that 
ranges from formal invitations and ac- 


ceptances (unchanged from a century 
ago) to the note pinned onto a cub scout 
(“Can Johnny bring a broom handle for 
next week’s den project?” ). It demon- 
strates the simplicity, ease, and outright 
satisfaction involved in committing 
friendly emotions to paper. 


How To Achieve That 
Warm, Personal Effect 


1. Write promptly, while the ideas or 
reactions are spontaneous. Besides, delay 
develops guilt feelings which, in turn, 
foster more delay. 

2. Write what you genuinely feel, and 
even cliches will sound lively and sincere. 

3. Think of the person addressed, and 
the “you” will figure more prominently 
than the “I.” 

4. Write as you speak. Words you 
wouldn’t dream of using in normal con- 
versation sound equally stilted in your 
letters. 

5. Remember that verbal inflection is 
lacking in a letter. Make certain that 
nothing could be considered offensive 
when read. 

6. Never hesitate to send the “wn- 
required” letters—to invalids, to friends 
launching new ventures, to new neigh- 
bors—they are the easiest to write and 
the nicest to receive. 

7. Take the trouble to spell correctly 
—especially names and places. 

8. Never write in anger, depression, 
remorse, or revenge. If you do, don’t mail 
it. 

9. When in doubt, always send a 
handwritten rather than a printed mes- 
sage. 

10. WRITE LEGIBLY! 

The following suggestions pertain to 
various social invitations and other 
notes. The penmanship styles do not 
represent any particular handwriting 
methods or systems and the non-profes- 
sional writings are presented as examples 
of legibility. May we suggest that you 
retain your own distinctive handwriting 
style while, at the same time, remember- 
ing that writing can be attractive and 
also legible. 


(continued on page 14) 
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yours for better letters: 


7 BIG ADVANTAGES 


on the world’s finest 
standard typewriter 


On the Smith-Corona “ Eighty-Eight,” 
no less than seven time-and-effort-saving 
features work hand in hand to help 
produce finer correspondence... faster: 
1. “Response-O-Matic” Action—for a typing ‘ pepe moose oti 
response unmatched by any other make. 
2. Amazing Page Gage—to take the 
guesswork out of page-end typing. 
3. Instant-Set Margins—the smoothest, 
fastest, margin-setting system ever devised. 
PLUS: 4. Total Tab Clear Lever... 

5. Colorspeed Keyboard... 

6. Coordinated Scale System... 

7. Interchangeable Platens. 
Call your local Smith-Corona representative 
for an eye-opening demonstration. 





Smit h = Coron a Inc Syracuse 1 New York Branch Offices or Dealers in Principal Cities 





THE SECOND R 
Formal 


Although the very word strikes cold terror in some hearts, 
the fact is that formal invitations are the simplest to issue 
and to accept. 

If you are on the sending end, any good stationer will 
advise on proper paper and phrasing. The formal invitation 
can be engraved or handwritten, and it is always worded 
in the third person. 

When you receive this: 


(continued from page 12) 





Me. and Mes. James Cdward Moore 
coguest Lhe henene off your floctence 
of the mariage of their honghilee 

Jissiva Pauline 

é 
on Wednesday, the fofth off December 
ol fun ooheh 
Saint Barlholomew'’s Church 
and aflecwucd af the vecgpthion 
76 Bark bvenue 
News Vouk 


RPYEDB 











. your course of action is crystal-clear. On white (or 
ivory) folded notepaper you copy the invitation’s words 
and arrangement by hand: 





V1te.trid Titre Stine Rlarres Daw 


Qcetpl wth pltacuret 
Wa and Whe. Llhunrd Voreew 


her rrtilte Do OC portetne 


i 


Pea icgile: dite 
Beacsom, ay « sn deneunage 
heed wey ae 


bond Oftruted. 0b she pecefelion 
16 hehe lwenut 











If you can’t make it, substitute for the first three lines: 
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This “copy-cat” procedure applies to all formal invitations— 
to breakfast, luncheon, dinner, tea, dance, at home and other 
occasions. 


Informal 


The informal invitation or acceptance, on the other hand, 
has no such rigid rules. It is just a handwritten note, in first 
person, and follows the form of any social communications: 

1. Date is in the upper right-hand corner. In a letter, 
your address goes above it (unless already on the station- 
ery); in a note, just the day (for example, Monday) is 
enough. 

2. Salutation (Dear Mary) is followed by a comma. (In 
semi-social or business letters, use a colon. ) 

3. Closing—anything goes. Use Sincerely yours, Sin- 
cerely, Affectionately, Lovingly, or whatever you wish for 
a good friend. 

4. Signature in most personal notes is your first name or 
nickname. A married woman's full signature is always 
“Anne Weber’—never “Mrs. Noel Weber.” In fact, Mr., 
Mrs. or Miss are never used in signatures, although in a 
business letter they can be added this way: (Miss) Amy 
Goldsmith. Or: Elizabeth Carlin (Mrs. Samuel Butler 
Carlin). 

Incidentally, arranging social engagements is strictly a 
female affair. Invitations are extended and accepted by wives 
even when they have never laid eyes on one another and 
the husbands in question are old buddies. There's logic 
behind this particular piece of protocol. What husband 
would remember to arrange for baby sitters? Naturally, the 
invitation from one woman to the next includes the master 
of the house! 

Informal invitations and acceptances vary with the occa- 
sion and the relationship of hostess and guest. For example, 
the same invitation to bridge could be: 





Would you 2nd. Wr. Guvtna j a 
— Wenig dng? Me Rope hase eh 
hunt ton, » Twa. be soriee Yee yo. apt, 
San Cane 
ij 











. to which Mrs. Owens would reply: 





“PAtarch— 26, 
Lee Vine. Ltowvarce, 


ae p. home pom, 
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Or, the same invitation could be: 





ohm td 
Jas tny, al daw 4 











+ 
vine fhe dont you dnd. papa but at fe MRS. RICHARD WEINER a 
sed rt aly” 2 4 Gnd 
ae: As invitations, 














... to which Marge might answer: [panuteg 20 4io7 


MRS. WILLIAM SLOTE 
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Many a writer who clams up after “Dear Bess,” finds it 
simple to say, “How wonderful! You certainly deserve it.”— 
on a visiting card or the newer, slightly larger-sized note 
card with name at the top. Even a mundane “Happy Birth- 
day,” which looks so flat on the blank cards supplied by 
florists and stores, acquires dash on these forms. 

* * * * * 

So much for the formal and informal sides of social cor- 
respondence. When to send what, to whom, is another sub- 
ject that can fill a book. For a quick, handy guide through 
this not-so-murky morass, consult the following: 


MRS. WARREN OWENS 











Incidentally, this lady, like many harried housewives, uses 
the engraved visiting card for quick notes. Paradoxically, 
this staid relic of dowager days is now as useful as a can 
opener. For instance: 

For brief messages (to a schoolteacher ), 


When you Send 


OCCASION FORM CONTENT 


Formal Invitation 


Always in the third person, following pre- 


Wedding, Dance, Tea, Breakfast, Lunch, Engraved or handwritten on/y—on white, 
i f i scribed word and line arrangement. 


cream or ivory colored notepaper. 





Informal Invitation 


Same as above plus Christening, Shower, Handwritten on notepaper, ‘“‘informals,” visit- Tone can vary, but every invitation must state 
Cocktails, At home—or at any other party. ing cards. Exceptions: Special effect invita- pertinent information: where, when, and if 
tions for showers or “theme” parties, like there's a special reason, why. Also travel and 

masquerades. dress instructions, if necessary, and some in- 

dication (R.S.V.P. or “Please reply”) if an 


answer is expected. 
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OCCASION 


Congratulations 


Birthday, New job, Election to office, Anni- 
versary, Birth, Graduation, Receipt of an 
honor, Marriage. 


Appreciation 


Hospitality, Personal favor. 


Thank you for gifts 


Wedding, Shower, Birthday, Housewarming, 
Christmas, For children’s gift. 


Condolence 


If you are a friend of the deceased or the 
survivors. 


Announcements 


Wedding, Birth, Change of Address. 


FORM 


Handwritten note or letter is always prefer- 
able to a printed card. 


Preferably handwritten on note or letter pa- 
per. The bread-and-butter-note (for a week- 
end or longer) is an absolute must, no matter 
how warmly you thanked the hostess upon 
leaving. A nice gesture: flowers with a quick 
note or your visiting card. 


Handwritten, never printed. Wedding gift 
acknowledgments are usually on formal note- 
paper but could be on “informals.” Each gift 
always rates an individual note—promptly! 
(For Xmas presents, notes should go out be- 
fore New Year.) 


Handwritten, always. 


Ranges from the formal variety to the printed 
postcard form provided by the Post Office 
when you move. 


CONTENT 


Whatever you feel, be it “Swell,” “Gee, I'm 
tickled pink!” or “May I express my heart- 
felt wishes for your happiness and good 
health.” 


What you feel—or are expected to feel. If the 
weekend was a horror, find one authentic ray | 
of light (“You certainly arranged the most 

glorious weather for us’) rather than extol 

the food if all you got was cold hash. 


Generally some mention is made of how you 
got home, how much you dislike facing reali- 
ty again after the “relaxed” . . . “exciting” 
. “stimulating” ... “soothingly quiet”... 
atmosphere of her home. It should be sent 
within two or three days after leaving. 


The bread-and-butter-note must be written to 
the hostess (unless host lives alone) no mat- 
ter who else invited you. 


The truth, if you are really delirious with the 
gift. Otherwise pick out some feature of the 
object (“It is the most exquisite, delicate 
pink”—for a vase whose shape frightens your 
young) that you can legitimately praise. Be 
sure to identify the item. 


Unquestionably the most difficult social com- 

munication to write. A few general pointers: 

Mention some quality of the deceased if you 

knew him (‘Working beside him for ten 
years I came to know his unshaking sense of 

fair play”) or of his reputation if you didn’t. | 
Offer help, if you think you can be of any , 
use. 


Whatever you wish to say (except for formal 
announcements) however you wish to say it. 


THE SECRETARY—November 1956 





Introduction 


Give it only if you’re certain both people will 
benefit. It should never be requested. 


Apology 


When you have been inexcusably: late, for- 
getful, rude. 


When you Receive 


ANSWER REQUIRED? 
Formal Invitation 


Always, if R.S.V.P. (or another form of it) 
is used—or if it appears that arrangements 
might depeid on the hostess knowing who 
comes. Not necessary to an invitation to a 
church wedding without reception. 


Informal Invitation 


Yes, if one is requested to, or if it is a din- 
ner. 


Congratulations 


What could be pleasanter than to thank 
someone who has taken the trouble to wish 
you well? 
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If handed to the bearer, it should be un- 
sealed. If you give the bearer a visiting card 
marked “Introducing Mary Smith” you must 
follow with an explanatory letter. 


Preferably handwritten on notepaper, “in- 
formal” or visiting card—depending on the 
length of your alibi. 


HOW SOON 


Within 24 hours if possible, certainly within 
three days. 


No later than three days, so that the hostess 
can make other arrangements if you can’t 
make it. 


Write in the first flush of enthusiasm. 


Tell your friend something about the intro- 
ducee that indicates why you think the two 
will hit it off, or why you are imposing the 
burden. A letter of introduction requires the 
recipient to extend hospitality. If you want to 
give your friend at the other end an out, it’s 
better to write telling her about the visitor in 
her city (not a letter of introduction) letting 
her make up her own mind about calling. 


Berate yourself right off the bat. Promise 
never again. Make a gesture, if possible, to 
show you mean it. For example, if it’s a 
broken date, demonstrate good faith by nam- 
ing another, or making a specific invitation. 


CONTENT 


Copy form and wording of the invitation it- 
self on unruled notepaper. Acceptance must 
be handwritten. 


Follow the tone set by the invitation—digni- 
fied or informal. Never equivocate — say 
“Yes” or “No.” A// acceptances should repeat 
the date, time and place — just to make cer- 
tain there’s no mistake. 


Whatever you feel! 
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ANSWER REQUIRED? HOW SOON CONTENT 
Condolence 
Yes. Only the family of a public figure Up to six weeks — the only circumstance Brief and direct (“Your letter was a comfort 
i to me at this agonizing time.”) If written 


should use engraved acknowledgments. When 
bereavement is particularly intense, you can 
request someone to answer for you. 





The Home Office 











It's probably no coincidence that while men build bridges 
and atom bombs, the female at the file cabinet keeps tabs 
on the detail involved. Women’s natural efficiency needn't 
atrophy in the home. It certainly doesn’t when labor-saving 
home appliances are concerned: what lady would approach 
her household chores with the cord off the toaster, the 
vacuum cleaner on the blink, or the washing machine 
strangely missing? 

Yet many lack such simple “social appliances” as: 

—a memo pad at the telephone. 

—laundry pads (supplied by most laundries) which re- 
quire only check-off of items. A carbon automatically 
provides a duplicate list. 

—Change-of-address postcards (supplied by the Post 
Office) with room for all necessary data. These are 
particularly good for charge accounts, magazine sub- 
scriptions and deliveries. 


Your stationery wardrobe: 

The principles of choosing paper are the same as in 
selecting clothes: 

Don’t buy too many types. You wouldn't stock up on 
ballgowns when the high point of your social life is the 
double feature at the Bijou—so why fall for frilly papers 
you cannot possibly use? 

Buy the best quality you can afford. “Good” paper not 


under which such a long lapse is proper. 





4 for type that sparkles 
like MEW 


Cleans type CLEANER! 
Handy dauber whisks 
away dirt and goo in sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves. 


NO CARBON-TETRACHLORIDE 
69¢ ot all stationers 














and typewriter dealers 








by a relative it should say so (‘Mother has 
asked me to tell you how much she appre- 
ciated your flowers .. . ”) 


only looks better, it’s a lot easier to write on. 

Don't fall for fads. If that scented, fuchsia stuff inscribed 
with cutesy nickname jumps out at you from the counter 
some day when you feel melancholy, rush. instead to the 
nearest millinery department for your spiritual lift. Resist 
also such touches as crests (even if you can prove direct 
descent from the Count of Monte Cristo) and sealing wax 
—especially if you admit to being over sixteen. No amount 
of priceless prose can overcome the initial shock of girlish, 
garish paper. 

Always use matching envelopes. You can economize by 
eliminating engraving or printing (never “required”) but 
make your “package” neat and complete with suitable con- 
tainer for your paper. 

In general, you can get by nicely with three kinds of 
paper: 

1. For formal correspondence, such as invitations and 
acknowledgments, use plain white or ivory unruled note- 
paper of standard size and shape (5”x77%” or 534”x734”). 
It can be engraved with monogram, name and/or address. 

2. For informal letters, there’s a far wider variety to 
choose from, depending on your need, whim and/or purse. 
Get one good all-purpose paper, scaled to the size of your 
handwriting. Or, if you prefer, select two papers: a con- 
servative type, and something feminine. Plenty of lovely, 
delicate shades are available so that no one need resort to 
flashy hues and giddy borders in order to express indi- 
viduality. 

You can have monogram or name and/or address on 
this letter size. Strictly speaking, it should be engraved, but 
even the best stationers are showing handsome printed 
papers which, if conservative, also can serve for business 
use. 

3. For informal notes, choose one or more of these: 

“Informals”—Small, top-fold sheets with your name 
on the outside flap and room inside for messages. 
Strictly speaking, again, these should be engraved, 
but common practice is just as often to print them. 
Visiting Cards—Can be very handy indeed. These 
are white or cream Bristol board—always engraved. 
Message Cards—A cross between calling cards and 
informals, they’re a larger-sized single card with the 
name engraved at the top to leave more room for 
writing. 
Printed Postcards—Hardly proper for social corre- 
spondence or when you don’t want the world to 
know what's on your mind, these are nevertheless 
handy little gadgets for mailing quick messages to 
the garage mechanic, the plumber, etc. And your 
best friends won’t object to a reminder (“Don’t for- 
get, next Wednesday”) on one of these. 

Your name engraved or printed on any of these note- 
papers should appear with prefix (Miss Charlene Fitzsim- 
mons, Mrs. Ned Richardson MacDavid). However there’s 
nothing wrong with simple, unprinted notepaper, that is 
if you can resist the kind with red, red roses all over. 
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MORE ABOUT ‘RITIN’ 


PRECIS WRITING 


’ 
the secretary s 


gilt to management 


by ROBERT DENNY WATT 


T.. ever mounting tide of read- 


ing material — magazines, newspapers, reports, technical 
bulletins — is gradually overwhelming management to the 
extent that it seriously encroaches on time which should be 
devoted to thought and planning. Most executives continue 
to tackle this flood of literature because some of it contains 
information vital to their businesses and they hope to pick 
up a valuable thought or idea. Unfortunately, too many 
times this is like looking for the proverbial “needle in the 
haystack.” Some businessmen have studied courses designed 
to increase their reading speed. This is helpful, but it only 
means that they can cover a greater quantity without up- 
grading the quality of the material. 


Progressive management is actively seeking ways to re- 
duce the quantity and improve the quality of that portion 

















say 


"MultiKopy" 


when you want 
quality carbon papers 


CHECK THESE WEBSTER FEATURES: 


v¥ Measured scale edge on every sheet pre- 
vents running over bottom of the page. Makes 
carbon handling cleaner and easier, too. 


Vv Stays flat — even in extreme tempera- 
tures. It’s longer wearing which means more 
economy per sheet. 


V Weights and finishes to fit your individual 
typing requirements. 
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of the vast amount of printed matter which arrives on the 
executive’s desk, so that he is stimulated to seek knowledge 
enthusiastically and ‘use his creative abilities, rather than be 
bored by the routine task of reading so much mail. 


IN 
iN 


| At leading stationers’ everywhere 
| make it clear... you want 


WEBSTER DURAMETRIC 


ULTIKOPY. 


CARBON PAPERS 


Probably the most practical approach to the problem is 
for the secretary or executive assistant to go through the | 
incessant flow of material and mark those articles which are | 
known to be of interest and to contain information valuable | 
to the employer or his company. Most executives like to | 
receive data in a clear, crisp, and concise form which gives | 
them the knowledge necessary on which to base a decision | 
or to spur them on to further study of the immediate | 
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problem. 
The précis, unfortunately a very seldom used but very Bene et see eon and Sapie To 
: ; as your company letterhead. 
important type of English composition, exactly fills the 
prescription for this universal ailment of management. A | | F. S. WEBSTER CO. {14 
précis of important articles will give the busy executive the | | 9 Amherst St., Cambridge, Massachusetts lok 
gist and important ideas. Then if he is sufficiently inter- | ; Gentlemen: Please send me a sample of Webster's a 
ested, he can pick those articles which he wishes to read | i Durametric Carbon Paper. $3 
in their entirety. \ | PODS 560s ccecedccgedeesseneeded. ci Sadincwys leR 
Précis, a French word (pronounced pray-see), is a little | | Compamy............cecceee eer sss ser neta eens SC 
hard to define, and possibly the meaning would be easier to | FAMED 6 51010) 535is aces ssere nae aac a eee ae l40 
(continued on next page) | I use a. POE er .with pica O elite O type. . 
L I usually make ........ carbons. {1 
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grasp from statements as to what makes a précis and what 
does not. According to Webster it applies to a brief, clean- 
cut statement of essential facts or points. A précis has been 
referred to as an abstract or summary. However, normally 
an abstract is derived from a technical paper or journal, 
and a summary is ordinarily a resumé of a preceding dis- 
course. A precis usually runs about twenty-five to thirty per- 
cent of the length of the original article, whereas, sum- 
maries and abstracts run about ten to fifteen percent. 


To carry this a little further, a précis is an abridgement 
of a lengthy article aimed to express in original words the 
main thought and gist of the article. All unnecessary and 
irrelevant words have been boiled away so that the concen- 
trated body is left. A précis is an accurate rendering in cap- 
sule form. It is not a paraphrase or a translation, which 
usually approximate the same length of the original but in 
other words. It is not an interpretation or opinion of the 
author's statements. 

With practice, a good secretary can prepare a précis of 
an article rapidly. Of course, this presupposes she can read 
with understanding and has the ability to cast out all the 
chaff and get down to the kernel. 

As the literature on précis writing is very sparse, it might 
be advisable to give five simple rules for précis writing. 

1. Read the article carefully and completely without tak- 
ing notes, unless it is of considerable length. Study it sen- 
tence by sentence; do not skim; concentrate on learning the 
full meaning. Before a précis can be written, it is necessary 
to know exactly what the author said and exactly what the 
author meant. 


2. Reread the selection, taking care to pick out the essen- 
tial points. Take notes to be sure you do not miss the central 
idea. Look for key words on which an important interpreta- 
tion may depend. Check carefully all figures of speech to 
determine what they mean or illustrate. Remember you 
must let the author have his say and adopt his point of view, 
for even if you do not agree with his statements or theories, 
you must not interject your thoughts, arguments, or ex- 
planations, or the value of the précis is lost. 


3. From these notes and the original, construct concise 
and direct statements in logical order that convey in your 
own words the thoughts of the writer. Be sure in your state- 
ments to retain the balance of importance of the author's 





various ideas so as not to distort his true meaning. When 
the reader has finished a précis, he should have the same 
impression of the subject as he would if he had read the 
entire original. 


4. Examine your work thoroughly to see that the proper 
word with the precise meaning has been used in each case. 
(Note the similarity between the words précis and pre- 
cise.) Properly link your sentences to make your précis 
smooth and easily read. Be positive you have portrayed the 
author's intent with all essentials, but without unimportant 
details and without extraneous words. 


5. Assign a title, either one word, or a very short state- 
ment that further summarizes the statements of the author. 
Choosing the title will help you be certain that your précis 
is authentic in its summary of the author's statements. If 
the précis is to be used in business, it is desirable either to 
code it, or to identify it clearly, in some way so that the 
original article can be found immediately, even after many 
months have passed. 

Many companies assign secretaries or executive assistants 
to study and make précis of incoming articles of importance. 
These précis are either mimeographed and passed around to 
management, or are read onto a tape recorder which 
played back to the executive groups in meetings called for 
that purpose. 

Give précis writing a sincere trial. You will be amazed 
how soon the employer will come to look forward to the 
arrival of a well-written précis on his desk. He will be quick 
to grasp the full advantage in thought stimulation and in 
time saving. 


The secretary who learns to write well-worded précis will 
soon hear her busy executive say: 


“Précis, pray do!” 


Acknowledgment: Professor James Souther, School of Engineering, 
University of Washington. 
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M.., letters have 


come to me in recent weeks asking for 
a description of the Certified Professional 
Secretary examination, for a bibliogra- 
phy, and for addresses of schools offering 
suitable courses for secretaries interested 
in continuing their education. Those let- 
ters have been answered, but perhaps 
some of you have similar questions. 


THE CPS EXAMINATION. The exam- 
ination consists of six sections, and the 
brochure announcing the May 3 and 4, 
1957 test states: The examination is 
based on analyses of secretarial work and 
includes skills, techniques, and know- 
ledges in the following areas: 

Section | Personal Adjustment and Hu- 
man Relations (2 hours) 

Problems requiring the exercise of 
judgment by the secretary in dealing 
with actual office situations involving 
superiors, colleagues, and subordinates. 
Section II Business Law (1 hour) 

Knowledge of the principles of law 
involved in the secretary's daily work. 
Contracts and bailments; the law of 
agency and sales; insurance; negotiable 
instruments; and real property. 

Section III Business Administration (2 
hours ) 

Fundamental economic concepts found 
in the secretary's day-to-day contacts 
with prices, taxes, labor, social responsi- 
bilities of business; government regula- 
tions of business; sources of economic 
data. Business organization and man- 
agement; types of ownership; staffing a 
business; management controls; tech- 
niques of office supervision and man- 
agement. The role of women in business 
and industry. 

Section IV Secretarial Accounting (2 
hours ) 

Classification of accounts; interpreta- 
tion of accounting data and of financial 
records as related to top-level secretarial 
work. Employer's personal record keep- 
ing, payroll, petty cash, income tax re- 
ports, budgets, and notes. 

Section V Secretarial Skills (3 hours ) 
Part A: Secretarial Performance 


An integrated project including tran- 
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travel by air 

and in your own 
private car thru 
Europe - unlimited 
stopovers by air- 
unlimited mileage 
by car-all hotels 
-2 meals a day- 
17 days for two 
people as low as 
$698 each. 
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or thinking 
about a cruise? 


BOAC AIR SEA CRUISES 
combine the best in 
air travel with the 
finest in sea voyages 
in the Caribbean, 
Mediterranean, 
Pacific, Africa, 
Europe. From 14 days 
to 91 days. From $525 
to $3845. For further 
information consult 
your local travel 
agent or A British Overseas 
Airways office or clip | 
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scription of verbatim and office - style 
dictation, composition and typing of 
common business papers, typing a table 
from rough draft, and other business 
problems. 
Part B: English Usage (40 minutes ) 
Problems involving the use of capital- 
ization, grammar, punctuation, spelling, 
and the expression of numbers. 
Section VI Problems (2 
hours ) 


Secretarial 





Now MAY BE 
the Time... 


to renew your chapter's subscrip- 
tion to The Secretary for your local 
library, business school, college, or 
chapter honorary member. Be sure 
to send your request for renewal 
(and check for $3) to: 


The National Secretaries Assn. 
222 W. 11th Street 
Kansas City 5, Missouri 








ATTENTION ... 
NSA MEMBERS ! 


CHANGING YOUR NAME? 


Moving to another state... 
another town . . . another street? 
THEN please notify your NSA 
Executive Secretary. 


Miss Helen J. Boyle 

National Secretaries Association 
222 West 11th Street 

Kansas City 5, Missouri 


After correcting her records, Miss 
Boyle will immediately forward 
the information to the circulation 
department of THE SECRETARY. 
Since all address changes must 
clear through National Headquar- 
ters, please do NOT send name or 
address changes direct to the pub- 
lisher. 











Knowledge of modern methods of 
handling mail, filing, travel and itinera- 
ries, and communication media. The 
selection and procurement of supplies 
and office equipment; duplicating pro- 
cesses; the use of library and standard 
references. 

CERTIFICATION. At the 1955 Institute 
meeting this policy was established: If 
a candidate is not successful in passing 
all six sections of the CPS examination 
on the first attempt, the sections not 
passed must be successfully completed 
within five years and no part may be 
taken more than three times including 
the original examination. Candidates who 
took the examination before 1955 were 
also given five years in which to com- 
plete all sections not previously passed. 
Whenever any section has been failed 
three times, all six sections must be 
repeated. 


At the 1956 Institute meeting a ruling 
was made that any candidate not suc- 
cessful in passing all six sections her first 
year may either use the five years to 
make up sections missed, or start over, 
taking the entire six sections at any time 
she prefers. Any candidate who has to 
repeat a section may take the examina- 
tion the next year or wait until she has 
had more experience or study so long as 
she completes the work within five years. 
A candidate who has more than one 
section to take obviously may take all 
or spread the retakes over the time al- 
lowed. 

PROCEDURE FOR RETAKES. If you 
want to retake a section in 1957, apply 
to the Committee on Qualifications, The 
National Secretaries Association (Inter- 
national), 222 West 11 Street, Kansas 
City 5, Missouri. If you want to retake 
all sections, also request permission to 
retake in 1957 or whenever you are 
ready. The application does not have to 
be processed as the original was; your 
card will continue to show your exami- 
nation activities. The committee will 
send you a list of tentative test centers 
and a form to detach and return with all 
the required information as to machine, 
center, section to be taken; you will at- 
tach your check to this form to cover the 
number of sections to be taken. Please 





apply for permission to retake as early 
as you can to facilitate the work of the 
staff. 


BIBLIOGRAPHY. There is a bibliogra- 
phy available ‘to assist you in selecting 
books pertinent to the various sections 
of the examination. 

Coursgs. I have received many in- 
quiries about courses offered as refresh- 
ers for prospective CPS candidates. While 
many candidates pass all six sections 
without taking special preparation, others 
prefer to register for a semester's course 
in subjects for which their daily contacts 
do not provide sufficient background. 
Evening courses are available in many 
cities; watch the newspaper announce- 
ments for articles about new offerings as 
well as the standard schedules. Any per- 
son who is seriously interested in im- 
proving her work can accomplish a great 
deal in a short time by reading widely 
in newspapers and business magazines 
as well as from recent books on all 
business subjects. Make a study plan and 
work your plan! 





Test centers vary from year to year to 
accommodate the greatest number of 
qualified candidates. Remember that the 
center near your chapter may not be on 
the 1957 list unless active participation 
in getting qualified candidates approved 
is urged continuously by your group. 
There must be at least ten candidates to 
hold a center. Only four-year colleges 
and universities can be approved as cen- 
ters after proof of adequate facilities has 
been presented to the Test Center Com- 
mittee. If your chapter is interested in 
having a center in your area, write to 
the new Committee Chairman, Professor 
Ernestine Donaldson, School of Busi- 
ness Administration, University of Min- 
nesota, Minneapolis, Minnesota. Urge 
your candidates to apply to the Qualifi- 
cations Committee, The National Secre- 
taries Association (International), 222 
West 11th Street, Kansas City 5, Mis- 
souri. The work of the committee will be 
facilitated by your sending applications 
early! 
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THE HOOVER REPORT 
(Third of a series of four articles) 
by EGON E. WECK 


Secretaries all over the 
country probably have a 
more accurate impression 
of what it costs to run the 
Federal Government than 


have most other citizens. In addition to 
preparing their own federal tax returns, 
they must often help with the prepara- 
tion of the returns of their employers or 
the company which employs them. They 
also know that individuals, as well as 
business, are subject to many different 
kinds of taxes in addition to federal in- 
come tax. 

Nevertheless, few of us have an ac- 
curate notion of the total dollars and 
cents that come out of our individual 
pocketbooks to pay for the high cost of 
government. 


It's Greater Than You Think 


Our total tax bills are generally even 
greater than they seem to be. Many taxes 
are hidden in the price of the goods we 
buy. Still, most of us measure our tax 
bills by the amount of money we pay to 
Uncle Sam each year for income tax. 

In concrete terms, the yearly national 
tax burden totals $1,600 per family. Ac- 
cording to a recent study, a typical mar- 
ried man with two children, earning 
$3,400 to $4,000 per year, paid about 
$1,100 per year in taxes. Only $300 of 
this amount was in direct taxes while 
$800 was in hidden taxes which he never 
really knew about. For example, of each 
dollar spent on cosmetics and jewelry, 
ten cents went for taxes. Ten percent of 
the money spent for plane or train 
tickets was tax money, etc. Such items 
as these made his total tax bill nearly 
four times greater than he thought it 
actually was! 
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In addition to this annual tax burden, 
there already exists a national debt esti- 
mated at $7,000 per family. This should 
convey some impression of the financial 
burden which has been piled up by the 
Federal Government. 

True, the Federal Government per- 
forms many essential functions. The 
most expensive of these is national de- 
fense. There are many others. But do 
these high costs perhaps hide some in- 
efficiency and waste? Well, here are 
some of the things the Hoover Commis- 
sion found. 


Some Horrible Examples 


Some of the findings of the Hoover 
Commission on the Government's paper- 
work management have already been re- 
viewed. But this area of investigation 
was only a small part of the whole effort. 
In the course of their systematic investi- 
gations the two Hoover Commissions 
uncovered a series of “horrible examples” 
of waste and inefficiency. Though these 
examples do not convey the complete 
scope of the commissions’ findings, they 
do tend to pinpoint the more flagrant 
waste and inefficiency of the Federal 
Government. 

One task force of the Hoover Com- 
mission found that shipments of military 
cargo were being made without regard 
to central routing to coordinate the ship- 
ments of the various branches. For ex- 
ample, in one instance the Army shipped 
800,000 pounds of tomatoes eastward 
from Sacramento, California to New 
York while the Navy shipped 775,000 
pounds westward from New York to San 
Francisco. Though different branches of 
the services were involved, to the tax- 
payer it meant that the Federal Govern- 
ment was sending the tomatoes between 
two relatively close points in California 
via the very distant city of New York. 

In other instances, military cargo was 
being shipped by air (an expensive 
means of transportation) when it could 
have been shipped by much more eco- 
nomical means. Such air shipments in- 
cluded a load of dogfood to Okinawa, 
ping-pong balls to Berlin, and 25,000 
pounds of cement to Bermuda. 

The commission found that some gov- 
ernment agencies receive only two per- 


cent interest on the money they lend. 
But to get this money in the first place, 
the U. S. Treasury often must pay close 
to three percent to borrow it from pri- 
vate sources. In effect, this represents a 
government subsidy to certain groups at 
the expense of all. 

Subsequent investigation brought out 
that the Navy had on hand 812,000 
gallons of catsup, approximately one 
gallon for each of the 886,000 pounds of 
canned hamburger. On the basis of 
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SECRETARIES WHO can ana- 
lyze handwriting earn more, be- 
come vital part of company's op- 
eration. Grapho Analysis—in use 
more than 25 years—gives secre- 
taries who are our graduates and 
members prestige, income, suc- 
cess. Many earn substantial fees, 
part, full time. Others use grapho 
analysis to understand their boss- 
es, other office help, families, 
neighbors, children. Growing 
field, uncrowded, fascinating sci- 
ence and profession. Free illus- 
trated trial lesson sent with full 
details. No obligation. 


IGAS, Inc., Dept. 621, 2307 S. 
Nat'l Station, Springfield, Mo. 










IT POINTS 
THE DATE! 





New! GREAT! 









MODEL E 
MEMO 
CALENDAR 







3 for $7 


Refillable page- 
a-week desk calendar packed with useful 
features. Only 414"x314”. Current week 
plainly in sight. Past, present and future 
month calendars plus brightly colored 
plastic arrow that shows today’s date at a 
glance. Perfect gifts. 

FREE calendar pages for balance of cur- 
rent year with order for next year’s Mod- 
el E while supply lasts. Yearly refill $1. 

DECORATOR COLORS: (Specify lst and 2nd 
choices.) Antique Ivory, Mandarin Red, 
Olivette or Cinnamon. Postpaid when re- 
mittance accompanies order. Money back 
if not satisfied. Wilson Memindex Co., 
Dept.MM-6G, Rochester 21, New York. 
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average issue rates, the supply of ham- 
burger on hand was enough to last for 
60 years. Yet such canned supplies have 
a “keeping life” of only 2 years. 

The complete list of government waste 
compiled by the Hoover Commission 
is a much longer one. 

The commission also found that there 
was a great deal of duplication of serv- 
ices and overlapping of functions among 
the many branches of the government. 
Here are some examples: 

1. The Federal Government has seven 

separate personnel systems. 

2. Federal employees are paid under 
three different major pay scales and 
several minor ones. There are 18 
grades under one, and 34 under a 
second. 

3. The Department of Defense main- 
tains three separate airlines which 
compete with each other and with 
private airlines. 

4. Ten separate traffic manuals are 
used by civilian agencies of the 
government. 

5. It was found that the Army and 
Navy had more than enough idle 
hospital space to care tor all Air 
Force patients. Yet each service 
maintained separate medical facili- 
ties. 

These are some of the detailed find- 
ings of the commission. Of course, they 
were presented systematically in the 
Hoover reports. The information itself 
was not unearthed to be critical. It 
formed the basis for specific remedies 
recommended by the commission. This 
was reflected in former President Herbert 
Hoover's one order to the members of 
the commission: “First get the facts. 
All the facts. Then come up with what- 
ever conclusions the facts induce.” 


Who Is at Fault? 

There can be no doubt that the find- 
ings of the commission were objective 
and bipartisan. The commission and its 
staff of experts included more than 200 
experts, three former Democratic cab- 
inet members, several former governors, 
senators and congressmen, university 
presidents, deans of law schools, judges, 
accountants, journalists and business ex- 
ecutives. 
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The members of the commission did 
not always agree completely. When they 
disagreed, differences were resolved by 
majority vote. In no event did partisan 
considerations enter the deliberations. 

Citizens all over the nation had sensed 
that there was waste in the operations of 
the Federal Government. But without a 
cooperative effort, no single individual 
could hope to find a workable answer 
to this great problem. 

The Hoover Commission did not seek 
a scapegoat for the ills it uncovered. 
Nowhere did it single out individual 
civil servants except to praise them. In 
many instances it found federal em- 
ployees unable to work efficiently as a 
result of outmoded regulations and laws 
imposed upon government operations. 

In reality the system was at fault. It 
was a system of governmental operations 
which had grown in many an emergency, 
doubling and tripling its size almost 
overnight to meet economic crises and 
war. It was an enormous establishment 
with more employees than the ten largest 
of our corporations taken together. Little 
wonder that waste and duplicated effort 
were rampant. 

In all its deliberations the commission 
kept its eye on the Constitution of the 
United States. It made recommendations 
serving to restore the separation of 
powers wherever possible. It advised 
changes or legislation to restore control 
over the government to the people. 

Thus, the reports of the two Hoover 
Commissions constitute a detailed an- 
alysis of our Federal Government to- 
gether with a program of action. This 
program would restore efficiency and 
economy to its operations and strengthen 
political democracy in our nation. 

The second Hoover Commission com- 
pleted its work on June 30, 1955. Its 
members packed and went home. The 
mere fact that the reports had been com- 
pleted did not mean that their recom- 
mendations had been put into practice. 
The commission, through its reports, 
could only recommend. The recommen- 
dations had to be carried out by a com- 
bination of action in the Executive 
Branch and new legislation by the Con- 
gress. 





Unfortunately, periodic news issued as 
the reports were filed with Congress left 
the false impression that nothing more 
needed to be done. In actual fact the 
completion of the commission’s reports 
heralded the need for additional effort. 
Public support was required to make 
certain that the Hoover recommenda- 
tions would be put into actual practice. 


After the Hoover Reports were pub- 
lished it became evident that not all 
groups wanted federal waste and inef- 
ficiency combatted to the same degree. 


For example, the commission had 
made certain recommendations on vet- 
erans’ benefits. In 1955, the General Ac- 
counting Office of the Federal Govern- 
ment had made a survey of 935 patients 
in Veterans Administration hospitals. 
These veterans were receiving treatment 
for non-service-connected disabilities. 
The General Accounting Office discov- 
ered that “seven were making more than 
$10,000 a year and that nine had assets 
of more than $50,000.” Yet all had been 
admitted for treatment on the grounds of 
“inability to pay.” 

Based on comparable information, the 
Hoover Commission recommended that 
veterans be required to prove inability 
to pay before being treated in veterans’ 
hospitals for non-service-connected disa- 
bilities. 

As a result of these and similar find- 
ings, many veterans’ organizations op- 
pose the commission’s recommendations. 
There are dozens of other instances where 
groups see their interests threatened by 
the reports. Many of these groups are 
highly vocal. They are well organized to 
bring political pressure to bear on Con- 
gress. Taken together they form a for- 
midable obstacle and block the savings 
which the Hoover recommendations can 
bring to their own members and citizens 
everywhere. 

The next article will tell how the Citi- 
zens Committee for the Hoover Report 
is making it possible to arouse and make 
felt the majority opinion in favor of the 
Hoover recommendations. It will also 
state how you can do your part to com- 
plete the task so brilliantly undertaken 
by the Hoover Commission. 
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SARA BELLE BROWN 
Huntingdon College 
Montgomery, Alabama 


SOUTHEASTERN DISTRICT 


Three members of the Birmingham 
Chapter (Ala.) and four non-members 
in the Birmingham area can now proud- 
ly write CPS after their names. J. Bert 
Smith of the Southern Bell Telephone 
Company talked about “Dialing for Dis- 
tance” at their September 4 meeting and 
explained how long distance telephone 
calls will be handled soon. On September 
15 and 16, there were eight members 
who contributed four hours each to the 
Cerebral Palsy Telethon. Three new 
members were initiated at the September 
18 meeting. 

Capital Chapter (Washington, D. C.) 
heard Carl E. Brockway, Potomac Elec- 
tric Power Company, discuss office sys- 
tems and procedures recently. The high- 
light of the evening was the presentation 
made by Norman D. MacLeod, district 
manager of Underwood Corporation, of 
an Underwood Portable typewriter to 
Eunice Graham who “beat the champ” 
at the NSA Convention in Detroit. Also, 
Shirley Barlow was crowned Capital's 
“Secretary of the Month.” 

The Presidents of the Capital, Execu- 
tive, and Presidential Chapters (Wash- 
ington, D.C.) were honored as “working 
women guests” at the Hecht Co. Charm 
box-lunch fashion show on September 7. 

Fort Pierce Chapter (Florida) has 
new vice president: Mrs. Mary Gardner, 
211 Orange Avenue, Fort Pierce, Florida. 

On Wednesday, August 22, the Chat- 
tanooga Chapter (Tenn.) suffered a 
great loss in the death of their first 
“Secretary of the Year” and their regis- 








tration chairman for the 1955 National 


THE SECRETARY—November 1956 


from the foe coruers of the NSA. 


Convention — charter member Tommie 
Puckett. There can be no more moving 
tribute paid to her memory than that 
given by her chapter through Irene Bry- 
ant: “There are no words to express the 
depth of our sorrow and loss to our 
chapter and, more to each of us personal- 
ly. We are stunned and humbled, but 
we are blessed with the memory of the 
long happy years we have shared with 
her companionship, her wise counsel, 
her fine sense of humor, and her great 
down-to-earth goodness. Out of this 
memory can grow only something good 
and worthy of our beloved Tommie 
Puckett.” 

For their scholarship fund, the Blue- 
field Chapter (W. Va.) sponsored a 
successful benefit bridge-canasta party 
and style show in September. Their Edu- 
cation Committee’s study course, “Busi- 
ness Organization and Management,” is 
being taught by Mr. Harry Finkleman, 
CPA, and professor of Business Educa- 
tion and Administration at Concord 
College, Athens, W. Va. 

Palm Beaches Chapter (West Palm 
Beach, Fla.) began on August 18 through 
radio station WIRK to present every 
other Saturday morning from 10:15 to 
10:30 some phase of NSA or to high- 
light some secretarial career by members 
and guest speakers. Each committee 
chairman is in charge of a program. 
Using outside speakers and film strips 
occasionally, the Education Committee is 
offering a series of study sessions each 
Thursday. These are designed to be 
especially helpful for those aspiring to 
take the CPS examination. 

James F. Byrnes Chapter (Spartan- 
burg, S. C.) held a weiner roast at the 
Spartanburg Police Club. The Commu- 
nity Chest film was shown, and $21 was 
netted from a white elephant sale for the 
Community Chest. Proceeds from the 
sale of Christmas cards will be applied 
to the scholarship fund to be awarded to 
a worthy girl to help further her secre- 
tarial career. 

“Our Favorite Office Boy” is the title 


sw 






the Fort Pierce Chapter (Fla.) gave to 
Joseph B. Alford, who has been “press- 
man” for their chapter bulletin, The 
Nine ’Til Five, and who enlisted in the 
United States Air Force. He was pre- 
sented with a scroll at an old-fashioned 
ice cream party. 

The Beckley Chapter (W. Va.) was 
represented in Huntington at the West 
Virginia Division Meeting by three 
members. The chapter celebrated its first 
birthday with the installation of new 
officers and the initiation of three new 
members. 

Old Dominion Chapter (Richmond, 
Va.) is justly proud of Verla Pond, who 
was chosen to attend the Institute for 
Women in Business at Vassar. She spoke 
to the chapter about her experiences. 

In cooperation with the University of 
Alabama Extension Division, Tuscaloosa 
Chapter (Ala.) is sponsoring an “Intro- 
duction to Business” course. They are 
also offering a refresher course in Par- 
liamentary Procedures and have invited 
all civic organizations to participate. 
Four new members were initiated in 
September. 

Approximately sixty members and 
guests attended the Chapter of the City 
Beautiful’s (Orlando, Fla.) September 
luncheon and fashion show honoring 
NSA bosses’ wives at the Langford Hotel 
in Winter Park. 

At the September meeting, Dr. George 
Finck of the Juvenile Welfare Center, 
St. Petersburg, Florida, spoke to the mem- 
bers of the Osceola Chapter (Clearwater, 
Fla.) on the physical adjustments at 
home and at business. 

A very informative and interesting 
panel discussion on the program and 
projects of NSA held the attention of 
members and guests of the Savannah 
Chapter (Ga.) at the September meet- 
ing. They heard discussion on NSA his- 
tory, explanation of NSHA, CPS and the 
advantages of becoming a CPS, the pur- 
pose of the Casebook and how it may 
solve some of our problems. The Savan- 
nah members have Mr. Bernard A. Laz- 
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corners of the 





ard, CPA, as their instructor in the 
course, “Introductory Accounting.” 

Charleston Chapter (W. Va.) was 
saddened recently by the death of charter 
member Geneva Brannon. She had been 
a medical secretary for a number of 
years at the Staats Hospital. 

The annual Oak Ridge Chapter 
(Tenn.) NSA Scholarship Award was 
presented to Virginia Neal on Septem- 
ber 10. She plans to major in Secretarial 
Science at Berea College, Kentucky. Ap- 
proximately fourteen members attended 
the Tennessee Division outing at Cum- 
berland State Park the weekend of Sep- 
tember 21. Mrs. Margaret Elmore has 
successfully completed the CPS and also 
has the distinction of being Oak Ridge 
Chapter’s Secretary of the Year. 

Palmetto Chapter (Columbia, S. C.) 
enjoyed an informal barbecue supper 
where they heard about the Annual Con- 
vention from three of their members 
who attended and who brought back the 
first prize in the scrapbook contest and 
first place for chapter achievements in 
Class A. The Palmetto Chapter is happy 
to have Ada Thomas to be the first NSA 
member in South Carolina to successfully 
complete the CPS examination! A work- 
shop was held on September 1 at the 
University of South Carolina with mem- 
bers of the faculty participating. 

Charleston Chapter (W. Va.) is proud 
to have two additional CPS holders, 
Elaine Zickefoose and Mary Frances 
Burdette, and to announce that Record- 
ing Secretary Mildred Mastin has ap- 
peared before several clubs in the interest 
of promoting the secretarial profession. 
The Chapter held a membership tea on 
September 22 with twenty-five guests in 
attendance. 


ALICIA COGAN 
161 Prospect Park West 
Brooklyn 15, L. I., New York 


NORTHEASTERN DISTRICT 








Glowing birthday candles have been 
brightening the NE District this fall, 
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symbolizing the growth and influence of 
its chapters, which, throughout the years 
of their existence, have been shedding 
light from their separate hills over the 
secretarial and business world. Four chap- 
ters celebrated tenth birthdays, two chap- 
ters their ninth, and one chapter blew 
out eight candles. 

Pittsburgh Chapter ( Pa.) held a tenth 
year “round up” party at the Penn Shera- 
ton Hotel, where 115 guests toasted 
NSA. 

Harrisburg Chapter (Pa.) celebrated 
at an old-fashioned party, complete with 
cake, candles, and eight of its nine past 
presidents to assist in blowing. 

Marking its tenth anniversary, Niagara 
Falls Chapter (N. Y.) honored past 
presidents and charter members. Mrs. 
Frances Ladd, president, proudly pointed 
out that over the years the chapter has 
more than doubled its charter member- 
ship. 

There were guests galore for President 
Islay M. Turner to introduce at the tenth 
birthday party of the Buffalo Chapter 
(N. Y.). Charter members took their 
bows and the seven CPS members of the 
chapter were applauded. Mr. Nicholas 
Kish and Mr. Norbert F. Huber, both 
with the University of Buffalo, were 
awarded honorary chapter membership 
and commendatory scrolls in recognition 
of their assistance over the years with 
the CPS examinations. Final cheers rang 
out for three illustrious chapter mem- 
bers: Lois Anne Dryer, secretary of the 
year in 1952, Mrs. Dolores Lang Barrett, 
past national secretary of NSA, and Mrs. 
Margaret Gleasner, past national presi- 
dent of NSA. 

On November 20 the Albany Chapter 
(N. Y.) turns back the pages of the 
calendar to 1947. On that date it will 
celebrate its ninth anniversary in the 
Riverview Room of the Hotel Sheraton- 
Ten Eyck, the same room in which the 
chapter was chartered and installed. Mrs. 
Margaret Gleasner, NEVP in 1947, will 
be an honored guest as she was nine 
years ago. Each charter member will 
again receive a red rose, tied with gold, 
and highlights of chapter history will be 
dramatized. 

A CPS party in the Roof Garden of 
the Hotel Onondaga marked the ninth 
birthday of the Syracuse Chapter (N. Y.). 





Guest of honor was Miss Dorothea 
Chandler, dean of the Institute, who is 
also an honorary member of the chapter. 
Edification and entertainment were pro- 
vided by the chapter's nine CPS certifi- 
cate holders. In marching band forma- 
tion, they tooted and drummed and sang 
an original composition promoting CPS. 

The Binghamton Chapter (N. Y.) ob- 
served its eighth anniversary with an 
eye to the future. At a dinner meeting at 
the Carlton Hotel, Ruth Kelsey, member 
of the chapter’s Scholarship Committee, 
presented $100 scholarships to two sec- 
retarial students at Broome Technical 
Community College. 

The NE District was further inter- 
nationalized when the Montreal Chapter 
(Canada) made its bow at a reception 
in the York Room of the Windsor Hotel 
in Montreal. Thirty-nine enthusiastic 
members were installed by NEVP Ethel 
Ambler, assisted by Mrs. Mary Barrett, 
past president of NSA. Serving as mis- 
tress of ceremonies, Geraldine Brown, 
women’s editor of Radio Station CJAD, 
Montreal, introduced City Councilor 
Daniel O’Hearn, who spoke for the 
mayor of Montreal. Mr. O’Hearn wel- 
comed NSA to the city and added that 
he believed both the city of Montreal 
and its secretaries would derive innumer- 
able benefits from NSA. Because the 
untiring efforts of Therese Kingsley, 
former member at large, brought the 
Montreal Chapter into being, it is ap- 
propriate that Therese was installed as 
the chapter's first president. Other officers 
who were installed are: Mrs. Clare 
O’Brien, vice president, Mrs. Elizabeth 
Wilks, recording secretary, Marion M. 
Hook, corresponding secretary, and 
Kathleen McManus, treasurer. All of us 
in the NE District echo the words of 
Cecile Leduc, the new chapter’s vivacious 
publicity chairman, who declares: “The 
Montreal Chapter is now safely on its 
way to a long and happy life.” 

Members of the Hackensack Chapter 
(N. J.) participated in a telephone tech- 
niques program, a service of the local 
telephone company. Actual telephone 
conversations were recorded and played 
back. The members heard how their 
voices sound to others and noted where 
improvements should be made. 

Ways and Means Committee Chair- 
man Kathryn Ellenberger of Queen Anne 
Chapter (Suffolk County, N. Y.) pro- 
moted a profitable covered dish supper. 
The variety of domestic and exotic dishes 
was proof that secretaries can cook too. 

A covered dish dinner at the Log 
Cabin in Washington Park highlighted 
the September meeting of the Washing- 
ton Chapter (Pa.). 
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Members of the Fort Venango Chap- 
ter (Franklin, Pa.) supped on smorgas- 
bord as they planned a Hallowe'en 
membership tea, which featured a talk, 
“What Does the Future Hold for You?” 

Queens County Chapter (N. Y.) 
served its community well by operating 
a game of chance booth for the benefit 
of Creedmore State Hospital. 

The Pennsylvania Division has an- 
nounced an achievement award contest 
on a divisional level, hoping to provide 
an incentive for development of better 
public relations between Pennsylvania 
chapters and their communities. Follow- 
ing the lines of the Association achieve- 
ment contest, chapters in the Pennsyl- 
vania Division will be classified according 
to numerical strength, and points will 
be earned for evidences of successful 
public relations achieved for NSA. 


ANNE FROHMAN 
7208 Field Ave. 
St. Louis 16, Missouri 


SOUTHWESTERN DISTRICT 


Stellar Chapter (Downey, Calif.) is 
proud of its President, Mrs. Margaret 
(Penny) Hammond, who successfully 
completed the CPS examination this 
year. She was presented with an orchid, 
from the greenhouse of member Lillian 
Johnson, at the September dinner meet- 
ing. Four new members were initiated. 
The latest fall fashions were modeled by 
members Pat Gearhart, Suzie Rockwell, 
Berniece Baker, Ruth Connor, and Peggy 
Dolan, with Trudy Baker as commenta- 
tor and Jean Loberg at the piano. 

The September meeting of Lado del 
Rio Chapter (Riverside, Calif.) was 
highlighted by a report on activities at 
the Annual Convention, given by Mrs. 
Vernal Selling, chapter delegate and 
chairman of the Secretary of the Year 
Committee. 

A busy fall season has been ushered 
in by Orange Empire Chapter (Santa 
Ana, Calif.). President Ruth Reinacker 
attended a San Diego Chapter dinner 
meeting and also participated in their 
workshop. Another member successfully 
completed the CPS examination, bring- 
ing the chapter’s total to six. Two mem- 
bers attended the fall Southern Califor- 
nia CPS luncheon in the Red Velvet 
Room, Lafayette Hotel, Long Beach. The 
very interesting program consisted of a 
talk, “Secretary of the Year Almost,” by 
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Mrs. Vervyl Summrall; a report on the 
Annual Convention CPS dinner by For- 
nia Fill; a report by Sara Montoya on 
her recent trip to the Institute; and a 
remote control visit to Vassar via Jeanne 
Kurtz. Three new members were initi- 
ated at the September dinner meeting. 
Secretaries of Hunt Foods, Inc., were 
hostesses. After the meeting the group 
was escorted through the plant to observe 
the entire operation of food processing. 
Villa Marina, Newport Beach, was the 
scene of a fashion show which attracted 
200 guests. 

Port Chapter (Lake Charles. La.) 
named Jo Ann Price recipient, for the 
second year, of the Port Chapter NSA 
Secretarial Science Scholarship to Mc- 
Neese State College. In addition to 
awarding the annual scholarship, the 
chapter maintains a deposit, for the 
benefit of secretarial science students, in 
the McNeese State College Student Aid 
Fund. 

Margaret McCormick, Missouri Divi- 
sion president, attended the regular Sep- 
tember business meeting of Girardot 
Chapter (Cape Girardeau, Mo.). This 
was her first official visit to Girardot this 
year and the first of her planned visits 
to Missouri chapters. She discussed the 
committees of the Division and the pro- 
gram for the coming year; gave some of 
the highlights of the Annual Conven- 
tion; and gave a brief outline of what 
might be expected of Missouri Division 
chapters at the Annual Convention 
which is to be held in St. Louis in 1957. 
A letter was read from the Regional 
Director of the American Cancer So- 
ciety thanking the chapter for assisting 
in one of its most successful drives in 
the area. Girardot Chapter’s most chal- 
lenging project to date was its recent 
stint as Costume and Make-up Commit- 
tee for the Sesquecentennial celebration. 

Westport Chapter (Kansas City, Mo.) 
held its annual rummage sale on Sep- 
tember 15. Proceeds are deposited in 
their scholarship fund, which is used to 
sponsor two students at Junior College. 
“The Romance of Perfume” was the 
subject of a talk given by Mr. Robert 
Stauffer, division sales manager of Avon 
Products, at the chapter’s September 
meeting. 

St. Louis Chapter (Mo.) honored 
three new CPS holders at its dinner 
meeting on October 4: member Bernice 
Pfeiffer, secretary to Mr. W. S. Mahoney, 
vice president and general manager Ram- 
sey Corporation; Marion Groff, secretary 
to Dr. Jos. E. McClary, director Brewery 
Research Laboratory, Anheuser-Busch, 
Inc.; and Sister Agnes Celestia Schaum- 
leffel, secretary to Sister Elsie, treasurer 











. Birmingham Chapter (Ala.) proudly 
presents the new CPS winners in its 
area. Standing, Marguerite Dodds, Mrs. 
Caroline Capps, and Margaret Johnson; 
seated, Wanda Sanders, Mrs. Catherine 
White, and Mrs. Doris Kennedy. (Not 
shown is Margaret Owen.) 


. NSAers attend Florida Division CPS 


Seminar in Orlando. Division President 
Marie Starr presided at this affair, the 
purpose of which was to exchange ideas 
for setting up study courses and to 
swap viewpoints on the examination 
itself. The attendance numbered 55, in- 
cluding three Division officers and five 
CPS certificate-holders. 


. Harrisburg Chapter’s (Pa.) tenth birth- 


day cake being cut by Pres. Cordelia 
Fairchild; looking on are Mrs. Ann 
Canning Yancheff, the chapter’s first 
president; Betsy Fahnestock, a past 
president; and M. Eleanor Hepler, a 
past president and chairman of the 
birthday party program. All are charter 
members. 
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general of Sisters of Charity of Cincin- 
nati, Mt. St. Joseph, Ohio. Mr. Eugene I. 
Johnson, director of Television Activi- 
ties, and assistant dean, University Col- 
lege, Washington University, spoke on 
“Life Long Learning.” A report of the 
District Conference which was held at 
Tulsa, Oklahoma, September 28 and 29, 
was given by Anne Frohman, president. 

The Lawton Chapter (Okla.) began a 
study course on October 4 under the 
guidance of iis Education Committee 
Chairman, Mrs. Martha Safrit. The group 
is following the very excellent course 
published by the Association. A very 
interesting program, including talks by 
Mr. Hugh Bish, principal, Mr. Jim Bur- 
ris, photography instructor, and Don 
Cook, student, Lawton High School, and 
a film of a typical day at this new 
$3,200,000 school, was enjoyed at the 
chapter’s September meeting. A very live 
group of fourteen members, under the 
supervision of project officer Mrs. Mil- 
dred Hunter, worked 67 hours for South- 
western Bell Telephone Company, plant 
department, for which they earned $125 
for their treasury. 

For their September board meeting, 
the Houston Chapter (Tex.) Boss of 
the Year, Mr. Mike Koury, had chapter 
officers, directors, and committee chair- 
men as his guests for dinner, at the 
luxurious lakeside recreation area of his 
company, Champion Paper and Fibre 
Company. Virginia Blakemore was elected 
director to fill the unexpired term of 
Mrs. Lea Schleider, CPS, who resigned 
because of ill health. An orientation 
meeting was held for thirteen new mem- 
bers on September 11. Nineteen CPS, 
including ten new ones, attended a din- 
ner at the Ritz Hotel on September 12. 
Over a hundred members and guests at- 
tended a membership tea, at Shamrock 
Hilton Hotel, on September 15, during 
which eleven new members were ini- 
tiated. Mrs. Eleanor Lavelle, SW VP, was 
the principal speaker. A film, “How to 
Invest,” was presented by a stock broker’s 
representative at the chapter’s September 
meeting. Members showed particular in- 
terest in the monthly investment plan. 
At this meeting, the chapter voted 
unanimously to sponsor Ruth Williams, 
CPS, as a candidate for the office of 
Division president. She is now vice 
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president of Texas-Louisiana Division. 

Big D Chapter (Dallas, Tex.) hon- 
ored its two new CPSers, Alma Maahs 
and Pat Shelton, at the annual CPS 
luncheon on October 7; Ruth Williams, 
Division representative, was also a guest. 

Golden Triangle Chapter (Grand 
Prairie, Tex.) was installed, with 28 
charter members, on September 6 by Big 
D Chapter (Dallas, Tex.). Mrs. Lida 
Flurry presided and Mrs. Polly Peters 
was the installing officer. 

Caprock Chapter (Lubbock, Tex.) en- 
joyed a discussion by Mr. Joe M. Jenkins 
of the Lubbock Family Service Associa- 
tion at its regular September dinner 
meeting. Six new members were initi- 
ated. Mrs. Virginia Bell, president of the 
Texas-Louisiana Division, met with Cap- 
rock Chapter and Palo Duro Chapter 
(Amarillo, Tex.) on October 27. 


Z. G. MCCANCE, CPS 
404 Hume Mansur Bldg. 
Indianapolis 4, Indiana 


GREAT LAKES DISTRICT 


Asesiba Chapter (Ashland, Ohio) 
held its third Secretarial Clinic October 
26 and 27 at Ashland College. Mrs. 
Madeline S. Strony, educational director 
of the Gregg Publishing Division of 
McGraw-Hill Book Company, was a 
featured speaker. 

A handwriting analyst entertained and 
informed the members of Kewanee 
Chapter (Ill.) at the October meeting. 
The chapter's Ways and Means Commit- 
tee took advantage of “Hog Day,” when 
great crowds came to town, to stage its 
fall rummage sale. Ten thousand barbe- 
qued porkchops were distributed that 
day to those who visited the “Hog 
Capital of the Nation.” 

Congratulations to President Merle 
Law of London Centennial Chapter 
(Ont.), whose likeness graced the cover 
of the September issue of Office Equip- 
ment News, a Montreal publication. At 
the request of the editors, Merle wrote 








an 800 word article about NSA and 
what it can mean to Canadian secretaries. 

Milwaukee Chapter ( Wis.) sponsored 
a conference on human relations at the 
Vocational School September 19. Dr. 
Mungo Miller, consulting psychologist, 
spoke on “Fear and Office Behavior.” 
He pointed out certain characteristics 
secretaries should avoid and explained 
the conflict in views regarding women 
in private life and women in business. 
Chapter members also are baseball en- 
thusiasts. This was the second year the 
city was host to the Global World Series. 
On September 7 several members at- 
tended the game between the Canadian 
and Japanese teams. Others participating 
were from Colombia, Holland, Hawaii, 
Mexico, Puerto Rico, and the United 
States. Dorothy Belton and Bernice Ben- 
kowski had the full benefit of the inter- 
national flavor of the series when they 
met players and managers and learned 
baseball lingo in other tongues. Their 
employer, Richard S. Falk, for 18 years 
a state commissioner for the National 
Baseball Congress, was Global Commis- 
sioner and responsible for bringing the 
world premier of the series to Milwaukee. 

“Back to School—Earn and Learn” was 
the theme of the September meeting of 
Tawasi Chapter (Fort Wayne, Ind.) 
when it honored its 19 new members at 
a dinner meeting. David Gliessman, in- 
structor in psychology and education and 
director of the reading laboratory at 
Purdue University Center, was guest 
speaker. His topic was “The First ‘R’ of 
Secretaries.” 

Tire Town Chapter (Akron, Ohio) 
members have been busy this fall with 
their annual project of addressing 
130,000 envelopes to be used for the 
Christmas seals sent out by the Summit 
County Tuberculosis and Health Asso- 
ciation. Members will work three hours 
two evenings each week for six weeks. 
This is the seventeenth year the chapter 
has handled this project. Officials of the 
organization have highly commended 
the members on the accuracy, neatness, 
and speed with which the typing is done. 

Kalamazoo Chapter ( Mich.) is spon- 
soring an educational program, “Com- 
munications Skills,” at the local YWCA 
building. The course is being given one 
evening each week from September 12 
through December 5. It is conducted by 
a member of the staff of Western Michi- 
gan College (Kalamazoo) and consists 
of four phases: Listening In; Hearing 
Out; Talking Up; Writing Down. En- 
rollment was limited to 25 business- 
women to insure maximum benefits 
with minimum time expended. The class 
includes NSA members and _ non- 
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members from various offices in the area. 

The annual fall outing of Galesburg 
Chapter (Ill.) held two treats for its 
members. After the fried chicken sup- 
per, Chapter President Evelyn Clay re- 
viewed interesting highlights of the 
Annual Convention. 

Civic activities of Abraham Lincoln 
Chapter (Springfield, Ill.) during recent 
months have included selling tickets for 
the benefit of Mary Bryant Home for the 
Blind. Thirty-eight members donated 152 
hours of their time helping the Illinois 
Tuberculosis Association with chest x-ray 
registrations. At the regular meetings 
this fall the chapter is placing much 
emphasis on professional benefits of the 
Association. The Executive Manager of 
the Springfield Association of Commerce 
and Industry spoke on “Public Rela- 
tions.” The manager of the Springfield 
Branch office of Reinholdt & Gardner 
gave a lecture on “Investments.” The co- 
owner of the Institute of Business Tech- 
niques spoke on the “Yardstick for the 
Professional Secretary,” and the chief 
newscaster from the local television sta- 
tion talked about “Platforms and Prom- 
ises.” The chapter is proud that Vice 
President Mary Jane Porter has been 
elected regional supervisor of the South 
Central Region of International Toast- 
mistress Clubs, which comprises seven 
states. 

Genie Chapter (Lima, Ohio) is again 
working on its annual project of typing 
envelopes for the County Tuberculosis 
Association’s Christmas seal drive. 

The fourth annual Indiana Division 
Workshop was held September 29. Cross- 
roads of America Chapter (Indianapolis, 
Ind.) hostessed the all-day meeting at 
the Student Union Building, Indiana 
University Medical Center, Indianapolis. 
Group discussions for each office and 
committee were led by the Division of- 
ficers and Division chairmen. Leaders 
were Ruth Donaldson, president; Mary 
Kammer, vice president; Eileen Chaney, 
secretary; Martha Kahre, treasurer; Lil- 
lian Martino and June Berkshire, Mem- 
bership; Nora Angus, CPS, Education; 
Marjorie Lytis, Public Relations; Etta 
Bayless, CPS, Rules and By-laws; and 
Melba House, NSW. 


DOROTHY STEPAN 
1630 H St., Apt. B-2 
Lincoln, Nebraska 





NORTHWESTERN DISTRICT 
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Fall chapter meetings featured a va- 
riety of activities in Northwestern Dis- 
trict, ranging all the way from light- 
hearted style shows to more serious 
educational programs. 

Following a social hour and dinner, 
St. Paul Chapter (Minn.) enjoyed a 
millinery show with members of the 
chapter acting as models. It was learned 
that the letter “F” plays an important 
part in the description of hats this sea- 
son, as it stands for felts, feathers, and 
furs. 

The first fall meeting of Gopher Chap- 
ter (St. Paul, Minn.) also featured a hat 
style show, with chapter members serv- 
ing as the models. 

A fall-winter style show was sponsored 
by the Ways and Means Committee at 
the September meeting of Hawkeye 
Chapter (Des Moines, Iowa). Twenty- 
three members of the chapter served as 
models. 

Combined meetings with allied or- 
ganizations were on the fall schedule for 
at least two chapters. In November the 
Des Moines, lowa, NOMA and Hawkeye 
Chapter (Des Moines, Iowa) assembled 
in a joint meeting, the theme of which 
was “Gold Mine in the Mail Room.” 
Gertrude Hornberger, president of 
Hawkeye Chapter, presented a talk on 
the purposes and aims of NSA. 

Women’s organizations of Sioux Falls, 
South Dakota, held a public relations 
meeting, sponsored by Melior Vita Chap- 
ter (Sioux Falls, S. Dak.). Keynote 
speaker was Mr. John A. Kennedy, editor 
and publisher of the Sioux Falls Argus 
Leader, who told of his recent trip to 
Russia. Mr. Kennedy also served as 
guest speaker at the tenth annual Boss 
Night of Sioux Chapter (Sioux Falls, 
S. Dak.). 

Some chapters plunged right into edu- 
cational type programs. Pikes Peak Chap- 
ter (Colorado Springs, Colo.) planned 
for October and November a “within 
chapter workshop” in preparation for 
the NSA sponsored workshop to be held 
during NSW. 

Bookcliff Chapter (Grand Junction, 
Colo.) has been occupied with plans for 
establishing a study group and possibly 
a workshop in conjunction with Mesa 
College in Grand Junction. 

“Education” was the theme of the 
kickoff meeting for Sioux Chapter (Sioux 
City, Iowa) in September. 

Another popular program topic among 
NSA chapters seems to be public speak- 
ing. Tall Corn Chapter (Council Bluffs, 
Iowa) devoted the September meeting 
to “The Art of Public Speaking” pre- 
sented by Mabel Armstrong. 

A unique idea in this vein is being 


implemented by the Victory Chapter 
(Waterloo, Iowa). President Mrs. Jo 
Glidden announced that at least one 
member will be asked to appear at each 
meeting and present a two-minute talk 
on any subject she chooses. This was 
calculated to give members practice at 
public speaking. The first to appear were 
Miss Margaret Willy, recording secre- 
tary, who spoke on “Are You Getting 
Old?” and Mrs. George Stevens, vice 
president, whose topic was “Hypnotism.” 

NSA members thirst for knowledge 
and seek experts to enlighten them. This 
is evidenced by Mt. Rushmore Chapter 
(Rapid City, S. Dak.) in entertaining 
its City Mayor, Mr. Henry Baker, who 
informed them on all aspects of parlia- 
mentary law. 

Another example is a recent meeting 
of Ak-Sar-Ben Chapter (Omaha, Nebr.) 
when members learned of the intricacies 
of their city government as presented by 
Howard Drew. Mr. Drew is one of fif- 
teen fellow citizens elected to review the 
present city charter, study city govern- 
ment in general, and make recommenda- 
tions for the people’s consideration. 

The October meeting theme of Robert 
Lucas Chapter (Iowa City, Iowa), was 
“Know Your Politics.” 

(continued on page 30) 





1. Officers of the new Montreal Chapter 
smile across the border: Kathleen Mc- 
Manus, treas.; Marion Hook, corres. 
sec’y; Therese Kingsley, pres.; and Mrs. 
Elizabeth Wilks, rec. sec’y. Not shown 
is Mrs. Clare O’Brien, vice pres. 


2. Recently capped at Baylor Hospital, 


Big D Chapter’s (Dalla, Tex.) Gladys 
McLemore has contributed more than 
100 hours as nurses’ aide. 
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Teton Chapter (Casper, Wyo.) mem- 
bers learned “The Making of a Book” 
from Peggy Simpson Curry at the Sep- 
tember meeting. 

One chapter, Victory Chapter ( Water- 
loo, lowa), is determined to become in- 
formed on the various religions. In 
September they heard Mrs. Karl Kough 
speak on the BaHai religious faith. 
During the coming year members of 
various faiths will appear as guest speak- 
ers to discuss their religions. 

Several chapters devoted their services 
to civic and welfare projects. Members 
of Cornhusker Chapter (Lincoln, Nebr.) 
participated in a nineteen-hour Telerama 
sponsored by a local station, KOLN-TV, 
which raised more than $30,000 for 
multiple sclerosis. 

St. Paul Chapter (Minn.), members 
have volunteered for clerical work dur- 
ing the forthcoming St. Paul Community 
Chest Campaign, with ten girls to work 
each evening for five different evenings. 

Still another chapter, Melior Vita 
Chapter (Sioux Falls, S. Dak.), spon- 
sored an annual visitation party for the 
IOOF Home for the Aged at Dell Rapids, 
South Dakota. Joane Lemme showed 
slides of her trip to Europe, followed by 
group singing and games. 

Again this year, Hawkeye Chapter 
(Des Moines, Iowa) is financially as- 
sisting a student enrolled in the Secre- 
tarial Training Course at a local business 
college. 

Some chapters have been busy spon- 
soring new chapters. On September 25, 
members of sponsoring Kachina Chapter 
(Pueblo- Colo.) traveled to Canon City, 
Colorado, where they initiated eleven 
members of the new chapter in Canon 
City. 

The Bookcliff Chapter (Grand Junc- 
tion, Colo.) proudly announces the in- 
stallation of Hermosa Cliffs Chapter at 
Durango, Colorado, on September 15. 
Twelve Bookcliff Chapter members, em- 
ployers and their wives also attended, 
making a total of 70 present. A hearty 
Northwestern welcome to the Canon 
City and Hermosa Cliffs Chapters! 

Reporting a different type of activity, 
Sioux Chapter (Sioux City, lowa) se- 
lected Joan Davenport to represent them 
at the Siouxland Horse Show in Septem- 
ber as their “Queen.” 

To conclude this month’s report, it 
seems fitting to announce the culmina- 
tion of an NSA secretary's dream. Helen 
Northup, president of Sioux Chapter 
(Sioux City, Iowa), is a new CPS! Helen 
is head of the Social Sciences Depart- 
ment at Morningside College in Sioux 
City. She is the first Sioux Cityan to hold 
the CPS title. Congratulations! 
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affect her future and that of the com- 
pany for which she works, as well as 
her country. She has to file and properly 
pigeon-hole much information in her 
mind for later reference. When she is 
taking the CPS examination, she will 
find that diversified reading is of great 
value. That is, reading done intelligently 
and thoughtfully. Skill in reading is a 
help—almost a necessity, I would say— 
in order to successfully complete the 
examination. 

All of us should want to know about 
the patterns that are shaping our future. 
A wise man once said that today is the 
cradle of tomorrow. A few days ago we 
read that we might have a period of ten 
years before the final struggle for world 
supremacy between the friends and 
enemies of freedom. Ten years may seem 
a long time when we look forward as a 
child, but the years pass quickly. In 
those years we should attempt to intelli- 
gently evaluate the freedoms which we 
find worth fighting for. In those years 
we should teach Johnny to read and in- 
crease our own reading skill, our ability 
to think, our ability to feel and our 
ability to communicate our thoughts by 
speech or letter. 

How about it, Miss Jones? 

If you have read this far, you probably 
are itching to snap at me, “All right, 
Miss Murray, what would you suggest?” 
It’s a fair question and deserves an hon- 
est and, I hope, intelligent answer. 

I attended the Eleventh Annual Con- 
vention of The National Secretaries 
Association (International) in Detroit, 
Michigan. There I saw almost ten per- 
cent of the NSA membership, so I find 
it impossible to visualize an average 
secretary in a physical sense. You were 
short and plump; tall and thin; and 
medium-sized. You came from big cities 
and small towns all over continental 
United States, Canada and Puerto Rico. 
In age, you hovered between twenty- 
three and sixty-five. In training, you 
varied from business college graduates 
to college graduates. In experience, you 
ranged from two to forty years. You 





were single, and married with no chil- 
dren, small children or grown children. 
In fact, you were all individuals. I’m 
very glad for that. I would take a very 
dim view of the future of NSA if you 
all looked, thought and acted alike. I 
was proud of the leadership shown at the 
convention and the capable way the 
business was handled by the delegates 
elected to serve the various chapters. 

But we must find a common denomi- 
nator. As I see it, there are two. Our 
profession we hold in common. For 
those who hold the professional approach 
to secretaryship, I’m sure you are reading 
The Secretary and other magazines dedi- 
cated to our profession. As a member of 
NSA you know the six areas selected by 
the CPS Institute in which you must 
qualify to earn the coveted CPS certifi- 
cate. Some time ago The Secretary pub- 
lished a bibliography covering books 
recommended: by the Institute in each 
section. If you are studying for CPS, 
books from this group are probably 
taking most of your available reading 
time. 

So I am going on to the second “de- 
nominator” which we hold in common— 
our mental and spiritual life. Secretaries 
read, we know. But what? And, for 
what purpose? Daily there are letters, 
reports, inter-office memos, etc. to be 
read and handled. Many secretaries say 
that after a hard day at the office they 
can only read frothy novels — escape 
literature, if you please. But I believe 
that if secretaries, along with other 
adults, actually try more serious reading 
and stay with it for a while, they will 
find it most pleasurable and invigorat- 
ing. Is reading part of your mental and 
spiritual food? We have a constant 
struggle to know what to do with surplus 
food crammed in our granaries. But a 
hundred years’ supply of food stored 
means nothing unless this food reaches 
hungry mouths. So it is with mental and 
spiritual food. Load the bookshelves of 
libraries and bookshops with books writ- 
ten by the greatest minds of today and 
yesterday. But if they do not reach the 
eyes and minds of people, they lose 
value. For a book can be a tool to attain 
better living. It may not be a necessity 
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for life at its lowest level, but it is a 
necessity to those to whom the world of 
mind is as important as the physical 
world in which they live. 

So I will suggest some types of read- 
ing omitting, as stated before, the pro- 
fessional books. Your reading, of course, 
will be tempered by the time you can 
allow and the background you already 
have. 

First of all, I feel that a must for all 
of us is some type of devotional reading. 
It might be a daily meditation book 
recommended by your church, actual 
passages from one of the great revisions 
of the Bible if you have more time, or 
books from inspiring religious leaders 
such as Harry Emerson Fosdick, Norman 
Vincent Peale, Fulton J. Sheen, Peter 
Marshall, and many others. Those last 
few minutes in which you drift half- 
awake and half-asleep might well be 
sacrificed for this reading. The improve- 
ment in your mental attitude by early 
morning contact with the Great Author 
will make it worthwhile. Try it for your- 
self and see. 

Those of you who drive to work 
probably digest your news as it comes 
over the car radio. But those of you who 
use public transportation can utilize this 
time to scan the front page of your 
newspaper, the editorial and business 
page and, I hope, the page which records 
your NSA activities—oh, and the comic 
strip, of course. If you have only an 
evening paper in your town, you will 
have to find a few minutes while dinner 
is cooking or after dinner to do this. 

There are fashion, home-making, news, 
digest and literary magazines and there 
are many good ones in each category. 
Of course, there are many other types of 
magazines in special fields. Some of 
them you may want to add to your list. 
I'd suggest shopping around until you 
find the magazine in each classification 
you prefer. I know you haven't much 
time—no use subscribing to all of them, 
decorating your magazine racks when 
they are received and pitching them out 
later—unread. Select the ones you prefer. 
Make a date with yourself to read them 
as promptly as possible after they arrive. 
If you read the same magazine periodi- 
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cally, you'll acquire a skill in giving a 
quick look-through, scanning some arti- 
cles immediately and reading others 
more slowly. Fashion magazines can 
save you time in shopping for clothes; 
homemaking magazines give you tips 
that help in housekeeping or cooking; 
a news magazine will detail news events 
sketched on the front page of your daily 
newspaper; digest and literary magazines 
can help you select the longer reading 
material in which you wish to invest 
your time. Living becomes richer, fuller. 
Book clubs. Should we join every one 
of them with their enticing offers of the 
dictionary or set of encyclopedia we 
would like to have? I think book clubs 
serve a useful purpose in intriguing peo- 
ple, who may not otherwise buy books, 
to get them and, I hope, read them rather 
than stuffing their bookshelves. But there 
are so many types of books that I would 
suggest variety in reading. There are 
classics (who of us has read them all? ) 
best sellers, literary, non-fiction, biogra- 
phy, historical novels, character novels, 
problem novels, travel books, books of 
poetry—to name a few classifications. 
Use your literary magazine or the book 
pages of your newspaper to help you 
select the books you would like to read. 
Maybe a biography written about an 
outstanding man or woman who lived 
during an interesting period of history 
will make you want to know more about 
their contemporaries, or the events of 
that time. Make a list. Ask your librarian, 
rental librarian or bookseller to recom- 
mend other books. As they get to know 
you and your literary preferences, they'll 
be able to help you select the books you 
will enjoy most. Of course, I don’t advo- 
cate closing your mind to subjects or 
authors you don’t like. Maybe, with 
understanding, those subjects or authors 
will develop into your favorites. Since 
novels are a projection of life, we usually 
do like to read books about settings or 
situations which are familiar to us, if we 
feel that an honest attempt is made to 
give a true picture. But if the things that 
are familiar to us seem distorted, we 
lose faith in the author on those phases 
of life about which we know little. 
This sounds like an ambitious pro- 


gram, and it is. Maybe you think it 
sounds unreasonable. But I hope not. 
You may have to better organize your 
to-and-from-work time, an occasional 
coffee break or lunch hour, or free eve- 
nings. I'm not suggesting that you be- 
come a bookworm or that reading be- 
come your chief end in life, but that you 
plan and utilize your reading time to the 
best possible advantage. Your reading 
skill will increase; your word vocabulary 
will grow; your pleasure at the musical 
flow of words will be enhanced; your 
mind will be stimulated by exciting new 
ideas; your ability to form mind pictures 
from black print on white paper will be 
developed. You will want to share this 
deepening pleasure with your family, 
your friends. You will want to teach 
Johnny to read. 

Fulton J. Sheen in Life is Worth Liv- 
ing has said, “If we allow our minds to 
become fallow and do not pour truth 
into them by study, not only does igno- 
rance possess them, but we actually 
reach a point where we can enjoy 
nothing but picture magazines and cheap 
novels. The capacity for discerning truth 
from error is surrendered and lost.” 

There have been dark periods in the 
history of man when both reading and 
thinking were done for the mass of men 
by the man with the iron fist. There are 
such dark areas in our world today where 
this is being practiced. Let it not be said 
that mankind struggled for thousands of 
years toward the printing press and 
literacy for the common man only to 
lose it because it required less effort to 
read picture magazines, see movies or 
TV. Naturalists tell us that the mole 
once had eyes but would not use them. 
The Master taught in the parable of 
talents that the man who would not use 
his talent would lose it. 

I feel that faith in the spiritual 
strength of the human race as shown by 
the written record can be more effective 
than a stockpile of bombs. For, if the 
bombs are not a wall protecting the in- 
dividual to read and think, the instru- 
ments of defense become instruments of 
tyranny. 

Miss Jones, will you brush-up and in- 
crease your reading skills? 
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Beautyrite puts 
carbon copy 
perfection 
right at 


your 


finger tips! 


Oyen a folder of Beautyrite Carbon Paper 
and you have the key to the finest carbon copies 
in the world. Run your fingers across it — see, 
it doesn’t smudge. Carbon-stained fingers are 
a thing of the past with Beautyrite. And it 
gives up to 15 clear, crisp copies at one typing. 
No more double typing jobs. 


Beautyrite’s secret? It’s the unique carbon 
formula — virtually a “revolution” in carbon 
paper. This formula is the result of years of 
research to find the right combination of waxes, 
dyes and toners to keep every typewritten char- 
acter rich and sharp on copies — and smudge- 
proof under normal handling. Try Beautyrite 
yourself and see what perfection it brings. 


Write for free samples to: Remington Rand, Room 2119, 
315 Fourth Avenue, New York 10. 
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